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PART  I. 

THE  REPORT  SUBMITTING  THE  CLASSIFICA- 
TION OF  POSITIONS  AND  THE  SCHEDULES  OF 
COMPENSATION  FOR  THE  RESPECTIVE 
CLASSES  IN   THE   WASHINGTON 

SERVICE, 


An  Aooount  of  Findings  on  Lack  of  Uniformity  and  Equity  in 
Pay  for  the  Same  Character  <rf  Employment,  a^Discusaaon  of 
Recommendations  for  the  Classification  of  Positions  on  the 
Basis  of  Duties  and  Qualifications  and  of  the  Proposed  Stand- 
ardization of  Compensation  to  Promote  Untformity  and 
Equity,  the  Report  in  Bill  Form,  and  an  Aooount  of  the 
Methods  Followed  in  the  Work  of  the  Commission. 


ACT  CREATING  THE  "JOINT  COMMISSION  ON  RECLASSIFICATION 

OF  SALARIES" 

(Sec.  9,  Public  314,  65th  Cong.,  approved  Mar.  1,  1919.) 

Sec.  9.  That  a  joint  commission  is  created  to  be  known  as  the  *'  Joint  Com- 
mission on  Reclassification  of  Salaries,"  which  shall  consist  of  three  Senators, 
who  are  now  Members  of  the  Congress,  to  be  appointed  by  the  President  of  the 
Senate,  and  three  Representatives,  who  are  now  Members  of  the  Congress,  to  be 
appointed  by  the  Speaker.  Said  commission  shall  submit  its  r^)ort  and 
recommendations  as  early  as  possible,  and,  in  any  event,  by  the  second  Mon- 
day in  January,  1920,  and  the  members  of  such  commission  shall  receive  a  com- 
pensation at  the  rate  of  $625  per  month,  unless  tliey  are  receiving  other  com- 
pensation from  the  Government.  Vacancies  occurring  in  the  membership  of 
the  commission  shall  be  filled  in  the  same  manner  as  the  original  appointments. 

It  shall  be  the  duty  of  the  commission  to  inyestigate  the  rates  of  compen- 
sation paid  to  civilian  employees  by  the  municipal  government  and  the  various 
executive  departments  and  other  governmental  establishments  in  the  District 
of  Columbia,  except  the  navy  yard  and  the  Postal  Service,  and  report  by  bill 
or  otherwise,  as  soon  as  practicable,  what  reclassification  and  readjustment  of 
compensation  should  be  made  so  as  to  provide  uniform  and  equitable  pay  for 
the  same  character  of  employment  throughout  the  District  of  Columbia  in  the 
services  enumerated. 

The  commission  is  authorized  to  sit  during  the  sessions  or  recess  of  Congress, 
to  send  for  persons  and  papers,  to  administer  oaths,  to  summon  and  compel  the 
attendance  of  witnesses,  and  to  employ  such  personal  services  and  incur  such 
expenses  as  may  be  necessary  to  carry  out  the  purposes  of  this  section. 

The  heads  of  the  various  governmental  services,  and  the  Commissioners  of  the 
District  of  Columbia  shall  furnish  office  space  and  equipment,  detail  officers  and 
employees,  furnish  data  and  information,  and  make  investigations  whenever  re- 
quested by  the  commission  in  connection  with  the  purposes  of  this  section. 

For  payment  of  the  expenses  authorized  to  be  incurred,  there  is  appropriated 
$25,000,  or  so  much  thereof  as  may  be  necessary,  to  be  available  immediately 
and  to  be  disbursed  upon  vouchers  approved  by  the  commission ;  which  approval 
shall  be  conclusive  upon  the  accounting  officers  of  the  Treasury  Department. 


[Public  Resolution — ^No.  28 — 66th  Congress.] 

[H.  J.  Res.  268.] 

JOINT  RESOLUTION  Extending  the  time  for  flUng  final  report  of  the  Joint  Commission 
on  Reclassification  of  Salaries,  created  by  section  9,  Public  Numbered  314,  Sixty-fifth 
Congress,  approved  March  1,  1919,  to  a  date  not  later  than  March  12,  1920. 

Resolved  by  the  Senate  and  House  of  Representatives  of  the  United  States  of 
America  in  Congress  assembled,  That  the  time  for  filing  of  the  final  report  to 
Congress  of  the  Joint  Commission  on  Reclassification  of  Salaries,  created  by 
section  9,  Public  Numbered  314,  Sixty-fifth  Congress,  approved  March  1,  1919, 
be,  and  the  same  is  hereby,  extended  to  a  date  not  later  than  March  12,  1920 : 
Provided,  That  the  work  of  completing  the  preparation  of  said  final  report  and 
the  printing  thereof  shall  be  accomplished  within  the  limits  of  the  appropria- 
tions heretofore  made. 

Approved,  January  10,  1920.  ^ 
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LETTER  OF  TRANSMITTAL 


Congress  of  the  United  States, 
Joint  Commission  on  Reci-assification  of  Salaries, 

Washington,  March  12, 1920. 

Sm:  I  beg  to  transmit  herewith  the  report  of  the  Congressional 

Joint  Commission  on  Reclassification  of  Salaries  as  required  by 

section  9  of  the  legislative,  executive,  and  judicial  appropriation  act 

for  the  fiscal  year  1919-20,  approved  March  1, 1919. 

Respectfully, 

Andrieus  a.  Jones,  Chairman. 

The  Speaker  of  the  House  of  Representatives. 


LETTER  OF  SUBMITTAL 


To  tJie  Senate  and  House  of  Representatives  of  the  United  States  of 
America^  in  Congress  assembled: 

The  task  of  the  Joint  Commission  on  Eeclassification  of  Salaries, 
as  laid  down  in  the  act  of  March  1, 1919,  was : 

"To  investigate  the  rates  of  compensation  paid  to  civilian  em- 
ployees by  the  municipal  government  and  the  various  executive  de- 
partments and  other  governmental  establishments  in  the  District  of 
Columbia,  except  the  Navy  Yard  and  the  Postal  Service,  and 
report  by  bill  or  otherwise,  as  soon  as  practicable,  what  reclassifi- 
cation and  readjustment  of  compensation  should  be  made  so  as  to 
provide  uniform  and  equitable  pay  for  the  same  character  of  em- 
ployment throughout  the  District  of  Columbia  in  the  services  enu- 
merated." 

Your  Commission  has  devoted  a  year  to  the  work,  and  as  a  re- 
sult of  the  time  and  money  and  effort  thus  expended,  submits  the 
following  for  the  consideration  of  the  Congress : 

The  United  States  Government,  the  largest  employer  in  the  world, 
is  without  a  modem  classification  of  positions  to  serve  as  a  basis 
for  just  standardization  of  compensation,  and  without  a  central 
employment  agency  having  adequate  powers;  in  short,  without  an 
employment  policy. 

This  lack  of  a  comprehensive  and  consistent  employment  policy, 
and  of  a  central  agency  fully  empowered  to  administer  it,  has  pro- 
duced most  glaring  inequalities  and  incongruities  in  salary  sched- 
ules, pay-roll  titles  and  departmental  organization,  with  much  re- 
sultant injustice,  dissatisfaction,  inefficiency,  and  waste. 

In  the  judgment  of  your  Commission,  the  first  step  needed  to 
relieve  the  situation  is  the  adoption  by  the  Congress  of  the  classi- 
fication of  positions  and  the  schedules  of  compensation  included  in 
this  report. 

DEFINITTON  OF  "  CLASS." 

There  are  about  100,000  civilian  employees  in  those  departments 
and  governmental  establishments  in  the  District  of  Columbia 
which  your  Commission  was  directed  to  classify.  We  have  divided 
the  positions  held  by  these  employees  into  something  more  than 
1,700  "classes."  The  employees  in  a  given  class  are  those  doing 
substantially  the  same  kind  of  work,  needing  the  same  general  quali- 
fications, and  assuming  about  the  same  degree  of  responsibility. 
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LETTER  OF  SUBMITTAL.  9 

The  number  of  classes  may  seem  umiecessarily  large,  but  the  fact 
is  that  in  the  books  of  estimates  submitted  to  the  Congress,  the  heads 
of  the  Various  departments  use  more  than  2,000  pay-roll  titles.  So 
your  Commission  has  substantially  decreased  the  number  of  titles. 
But  we  have  done  more  than  that.  Our  titles  mean  something,  and 
that  something  is  very  clearly  set  forth  in  the  specifications  included 
in  this  report.  If  these  specifications  are  adopted,  the  Members  of 
Congress  and  others  interested  will  hereafter  know  the  exact  nature 
of  the  work  performed  by  an  employee  who  bears  a  certain  title. 
They  will  know  the  kind  of  examination  the  employee  had  to 
undergo  in  order  to  secure  the  place,  and  they  will  know  the  salary 
paid  by  the  Government  for  that  kind  of  work. 

The  citizen  who  wants  to  get  a  job  with  the  Government  will 
know  the  minimum  requirements  for  the  position  he  seeks  and  ex- 
actly the  salary  he  will  receive  if  he  succeeds  in  passing  the  exam- 
ination. 

When  the  head  of  a  bureau  or  department  comes  before  an  appro- 
priating committee  and  asks  for  a  hundred  "  junior  file  and  record 
clerks,"  the  committee  will  know  precisely  the  kind  of  position  and 
the  character  of  service  he  is  talking  about. 

Your  Commission  regrets  that  it  was  necessary  to  create  so  many 
classes,  but  it  could  not  have  created  a  lesser  number  without  hav- 
ing departed  from  the  underlying  principle  of  classification  as  set 
forth  above.  Many  of  the  positions  in  these  classes  should  be 
abolished  or  consolidated,  but  your  Commission  was  not  authorized 
to  reorganize  the  Government  service.  We  had  to  take  it  as  we 
found  it.  We  classified  the  positions  that  are  now  existing  in  the 
various  departments  and  which  have  been  appropriated  for  by 
Congress. 

There  is  not  a  class  in  our  classification  which  does  not  describe  a 
position  now  existing  in  the  Government  service,  and  we  do  not 
think  there  is  a  position  in  the  Government  service  in  the  District  of 
Columbia  which  is  not  described  in  some  one  of  our  sets  of  speci- 
fications. 

In  separating  the  positions  into  appropriate  classes  our  classi- 
fiers— ^being  only  human — ^have  undoubtedly  made  some  mistakes, 
but  those  mistakes  can  be  rectified  by  the  agency  which  takes  over 
our  records,  in  cooperation  with  the  heads  of  the  various  departments 
and  bureaus. 
.  Your  Commission  therefore  recommends  that  the  Civil  Service 
Conmiission  be  intrusted  with  this  task,  and  that  administrative 
officials  and  employees  be  given  every  opportunity  to  assist  in  the 
work  of  properly  allocating  the  positions  of  the  army  of  workers 
in  the  District  of  Columbia. 


10  RECLASSIFICATION  COMMISSION  REPORT — ^PART  I. 

SALARY  RECOMMENDATIONS. 

The  schedule  of  salaries  submitted  herewith  represents  the  best 
judgment  of  the  members  of  your  Commission,  aided  by  a  hard- 
working, intelligent,  conscientious  staff. 

The  members  of  your  Commission  never  fully  appreciated  the  limi- 
tations of  the  human  intellect  until  they  undertook  to  agree  on 
"  uniform  and  equitable  pay  "  for  more  than  1,700  different  kinds 
of  jobs.  Differences  of  opinion  developed.  The  amazing  thing  is 
that  we  were  able  finally  to  work  out  a  schedule  to  which  we  were 
willing  to  affix  our  signatures.  In  the  fullness  of  time  such  a  sched- 
ule was  agreed  to,  however,  and  the  more  we' have  tested  it  the  more 
we  have  been  made  to  feel  that  it  is  "  uniform  "  and  that  it  is 
"  equitable  " — alike  to  the  Government  and  to  the  employees.  We 
-earnestly  recommend  its  adoption. 

At  the  same  time  we  urge  that  the  Civil  Service  Commission,  in 
cooperation  with  other  governmental  agencies,  be  authorized  to 
study  the  many  phases  of  the  wage  problem  and  to  recommend  to 
Congress  from  time  to  time  changes  in  the  salaries  of  the  various 
classes.  Wages  in  the  Government  service  should  never  be  permitted 
to  become  static.  They  should  be  changed  to  meet  the  fluctuations 
in  the  cost  of  the  necessaries  of  life  and  the  ever-changing  standard 
of  living  of  a  virile,  progressive  people. 

Certain  principles  should  be  borne  in  mind,  however.  A  change  in 
salary  should  always  be  made  to  affect  all  the  employees  in  a  given 
class,  and  never  an  individual  within  a  class,  except  in  the  highest 
administrative,  scientific,  and  professional  classes. 

It  will  be  noted  that  for  these  latter  classes  your  Commission  has 
not  made  salary  recommendations.  This  is  due  to  the  fact  that  the 
positions  involved  are  what  are  known  as  one  man  or  one 
wx)man  positions.  An  ideal  classification  would  probably  place 
each  of  these  positions  in  a  class  by  itself,  with  a  salary  fixed  on  the 
basis  of  the  proven  ability  of  the  incumbent.  The  exigencies  of  the 
work  rendered  it  impossible  to  adopt  this  method  of  treatment,  so 
wfe  grouped  the  positions  on  the  basis  of  certain  common  qualifica- 
tions, but  refrained  from  making  specific  salary  recommendations. 

The  incumbents  of  these  positions  are  the  real  leaders  of  the  civil 
service  of  the  Republic.  It  goes  without  saying  that  they  should  be 
given  adequate  compensation.  Those  whose  salaries  have  been  fixed 
within  the  last  two  or  three  years  have  little  cause  to  complain.  The 
others  are  underpaid,  and  your  Commission  hopes  that  Congress  will 
grant  them  proper  increases. '  In  the  judgment  of  your  Commission 
it  should  be  understood  that  these  salaries  are  not  fixed  in  the 
same  sense  as  are  the  salaries  of  other  classes,  but  that  they  will  be 
subject  to  constant  review  and  readjustment  by  the  appropriating 
committees  of  Congress. 
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ESTIMATES  OF  COST. 

In  considering  the  cost  of  the  proposed  changes  in  salaries  your 
commission  was  of  necessity  compelled  to  depend  on  carefully  pre- 
pared estimates.  Within  the  time  available  after  the  completion  of 
the  last  salary  recommendations,  it  was  impracticable  to  make  the 
detailed  tabulations  required  to  show  the  precise  amount  that  would 
be  added  to  the  appropriations  if  the  recommendations  of  your  com- 
mission are  adopted.  Our  statistical  staff  made  a  detailed  study  of 
68^6  positions,  or  approximately  TO  per  cent  of  the  total  number 
in  the  Washington  service,  to  estimate  the  cost  of  the  recommenda- 
tions made  in  respect  to  them.  These  positions  represented  practi- 
cally all  the  numerically  important  classes  of  employees  working 
full  time  and  receiving  no  special  allowance.  We  regard  these  esti- 
mates as  giving  results  of  substantial  accuracy,  not  only  because  the 
classes  were  representative  but  also  because  the  average  basic  salary 
of  the  positions  included  in  the  estimate  was  $1,242  and  the  average 
basic  salary  of  all  the  100,000  positions  on  our  position  lists,  as  based 
on  the  payrolls  and  reports  submitted  by  the  departments,  was  $1,240. 
The  other  tests  to  which  the  estimates  were  submitted  seemed  to 
us  to  demonstrate  that  the  percentages  of  increase  they  showed  were 
SDhstantially  accurate. 

Judging  from  these  figures,  we  would  place  the  percentage  of  in- 
crease in  pay,  over  and  above  the  present  pay  including  the  bonus, 
at  between  8  and  10  per  cent ;  we  believe  the  percentage  will  be  nearer 
8  than  10.  A  closer  statement  is  difficult,  because  for  most  classes 
provision  is  made  for  efficiency  advances  within  the  class.  Actual  ex- 
perience alone  will  demonstrate  how  many  of  the  employees  in  a 
given  class  will  get  the  maximum  and  how  many  the  minimum. 
With  due  allowance  for  this  factor  of  uncertainty,  we  believe  it  safe 
to  say  that  the  increased  appropriation  involved  will  not  exceed  10 
per  cent  over  the  present  pay,  including  bonus,  and  in  all  probability 
will  be  approximately  8.5  per  cent. 

THE  CIVIL  SERVICE  COMMISSION. 

Your  Commission  recommends  that  the  powers  of  the  Civil  Serv- 
ice Commission  be  greatly  enlarged,  so  it  may  effectively  perform  the 
functions  of  the  Government's  central  employment  agency. 

The  Civil  Service  Commission  has  been  a  good  deal  of  a  Cinder- 
ella among  the  governmental  establishments.  It  has  never  had  ade- 
quate appropriations,  and  as  a  consequence  it  has  been  impossible 
for  those  who  have  been  charged  with  the  direction  of  its  policies 
to  bring  together  a  proper  staff.  It  has,  however,  done  exceptionally 
well  when  aU  the  attendant  circumstances  are  considered. 
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In  the  judgment  of  your  Commission  the  time  has  come  for  a  radi- 
cal change  in  this  policy.  The  salaries  of  the  Civil  Service  Commis- 
sioners should  be  increased  to  at  least  $7,500  a  year,  and  they  should 
be  given  a  sufficient  appropriation  to  enable  them  to  do  the  work 
intrusted  to  them  in  the  bill  submitted  by  your  Commission. 

If  our  recommendations  are  adopted  the  Civil  Service  Commis- 
sion will  be  charged  with  the  duty  of  setting  up  efficiency  standards 
in  the  various  departments  and  supervising  their  enfbrcement.  Too 
much  stress  can  not  be  placed  upon  the  importance  of  this  task. 
Your  Commission  has  recommended  that  salary  increases  within  a 
class  should  be  based  on  length  of  service  and  increasing  efficiency. 
By  this  we  mean  that  the  employee  should  be  advanced  year  by  year 
from  the  minimum  to  the  maximum  salary,  but  that  the  administra- 
tive agency  (the  Civil  Service  Commission)  should  be  assured  that 
he  is  not  only  efficient  but  that  he  is  developing  an  increasing  degree 
of  efficiency.  The  employee  who  fails  to  attain  the  standard  of 
efficiency  set  for  his  class  should  be  promptly  demoted  or  separated 
from  the  service.  In  order  that  there  may  be  no  evasion  of  this 
salutary  rule,  supervising  officials  should  be  held  to  a  strict  account- 
ing by  the  administrative  agency,  which  should  be  clothed  with 
power  to  remove  or  demote  officials  who  through  favoritism,  laxity, 
or  ignorance  fail  to  make  accurate  records  of  the  work  of  their  sub- 
ordinates. 

The  Civil  Service  Commission  can  not  perform  this  important 
duty  without  an  adequate  staff  of  specially  trained  employees. 

PROMOTIONS  FROM   CLASS  TO  CLASS. 

We  also  recommend  that  the  Commission  conduct  examinations 
for  promotions  from  class  to  class.  This  is  a  most  important  func- 
tion, and  if  properly  performed  will  contribute  materially  toward 
improving  the  morale  of  the  service. 

Your  Commission  believes  that  every  employee  in  the  Government 
service  should  be  given  an  opportunity,  through  industry  and 
increasing  efficiency,  to  secure  a  position  of  increased  responsibility 
and,  of  course,  of  increased  compensation. 

We  are  asking  the  Congress  to  remove  the  barriers  which  have 
been  set  up  between  the  various  departments  and  which  have  made 
it  extremely  difficult  for  an  employee  in  one  department  to  secure 
a  more  lucrative  place  in  another  department.  We  believe  the  serv- 
ice should  be  regarded  as  an  entity  and  that  promotions  should  go 
to  the  best  qualified  without  regard  to  departmental  lines. 

By  the  establishment  of  this  system  of  promotion  it  will  be  impos- 
sible for  any  worthy  man  or  woman  to  be  caught  in  some  "blind- 
alley  "  job  from  which  there  can  be.no  escape,  however  faithful  and 
efficient  the  worker  may  be. 
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Your  Commission  recommends  the  establishment  of  an  advisory 
council  to  the  Civil  Service  Commission  composed  of  12  members, 
6  appointed  by  the  President  of  the  United  States  and  6  elected  by 
the  employees.  The  council  would  have  the  right  to  make  recom- 
mendations to  the  Civil  Service  Commission  in  relation  to  any 
matter  within  the  jurisdiction  of  the  commission  which  affects  the 
employees  of  the  Government,  and  the  commission  would  be  directed 
to  refer  to  the  council  for  its  advice  all  proposed  changes  in  rules 
and  regulations  affecting  the  employees. 

The  council  would  also  be  authorized  to  appoint  personnel  com- 
mittees in  the  various  departments  and  other  governmental  estab- 
lidunents. 

The  setting  up  of  this  council  is  in  line  with  the  attempt  to  give 
the  Government  of  the  United  States  a  modem  emplo3nnent  policy. 
In  the  industrial  world  the  more  progressive  employers  have  long 
since  recognized  the  justice  of  permitting  employees  to  have  an 
opportunity  to  fidequately  present  matters  affecting  the  conditions 
of  their  employment.  The  Government  of  the  United  States  can 
not  afford  to  be  a  laggard  in  this  particular. 

Your  Commission  recommends  that  employees  be  given  the  right 
of  appeal  to  the  Civil  Service  Commission  in  the  matter  of  griev- 
ances, disputes,  or  controversies  concerning  subjects  over  which  the 
commission  is  given  jurisdiction.  In  that  connection  the  suggestion 
is  made  that  the  commission  may  find  it  advisable  to  avail  itself  of 
the  services  of  the  personnel  committees  appointed  by  the  advisory 
council,  and  authority  to  do  so  is  specifically  granted  in  the  bill 
submitted. 

NEED  FOR  RETIBElCEirr  LAW. 

Your  Conmiission  recommends  the  immediate  enactment  of  an 
actuarially  soimd  retirement  law.  Our  investigations  have  convinced 
us  that  the  Government  is  maintaining  a  most  expensive  civil  pension 
system.  Thousands  of  superannuates  encumber  the  pay  rolls  and 
reduce  the  morale  of  the  departments.  Some  are  brought  to  their 
desks  in  wheeled  chairs,  and  in  one  case  an  employee  frankly  told 
your  Commission  that  he  had  no  duties,  "  because  he  was  blind." 
Of  course  no  administrative  officer  has  been  found  heartless  enough 
to  dismiss  these  faithful  servants  from  the  positions  they  occupy. 
Tlieir  salaries  amount  to  much  more  than  would  be  the  cost  of  a 
generous  retirement  system,  to  say  nothing  of  the  decreased  efficiency 
resulting  from  their  presence. 

Your  Commission  recommends  that  uniform  regulations  concern- 
ing the  granting  of  annual  and  sick  leave  be  enforced  throughout 
the  Washington  service.  We  suggest  that  the  annual  leave  shall  be 
30  days  per  annum  and  the  sick  leave  10  days  per  {i.nnum,  the  sick 
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leave  to  be  made  cumulative,  but  no  employee  to  be  permitted  to 
take  more  than  60  days  sick  leave  with  compensation  in  any  one 
year,  and  then  only  in  the  event  that  he  has  that  amount  of  sick  leave 
to  his  credit. 

In  this  connection  the  Commission  is  glad  to  be  able  to  report  that 
its  investigations  do  not  sustain  the  charge  frequently  made  that  all 
Government  employees  in  the  Washington  service  have  been  taking 
30  days  sick  leave  each  year.  Quite  the  contrary.  The  average  sick 
leave  for  all  employees  amounts  to  a  little  more  than  five  days  a 
year.  In  establishments  outside  the  Government  service  the  average 
is  considerably  higher. 

All  the  recommendations  of  your  Commission  are  based  on  the 
theory  that  there  shall  be  no  discrimination  in  the  Government  serv- 
ice on  accoimt  of  sex,  and  that  men  and  women  should  receive  equal 
pay  for  work  requiring  equal  skill,  ti*aining,  or  education;  in  addi- 
tion, that  the  door  of  promotion  should  be  opened  impartially  to 
the  members  of  both  sexes.  If  our  recommendations  are  followed 
this  result  will  be  secured. 

Your  Commission  recommends  that  the  Congress  authorize  some 
competent  body  to  conduct  an  examination  of  the  work  of  the 
various  departments  with  a  view  to  their  reorganization,  to  the  end 
that  duplication  of  activities  may  be  eliminated  and  that  modem 
methods  may  be  generally  introduced.  In  the  judgment  of  your 
Commission,  such  a  reorganization  would  lead  to  a  marked  improve- 
ment in  the  service  and  to  a  very  considerable  reduction  in  the  an- 
nual expenditure. 

ASSISTANCE  FBOM  EXPERIENCED  EXPERTS. 

When  your  Commission  began  its  work  in  March  of  last  year  it 
found  that  the  general  principles  covering  classification  of  posi- 
tions were  pretty  well  established,  but  that  the  experts  did  not  al- 
ways agree  as  to  how  those  principles  should  be  applied  to  a  given 
classification  project.  The  members  of  your  Commission  decided, 
therefore,  that  before  taking  up  the  details  of  their  task  they  should 
consult  the  leading  experts  who  represented  the  various  schools  of 
thought  on  the  subject. 

We  consulted  with  Dr.  Charles  A.  Beard,  of  the  New  York  Bureau 
of  Municipal  Eesearch,  the  institution  which  directed  in  large  part 
the  very  excellent  classification  of  the  municipal  government  of  the 
city  of  New  York,  and  later  on  of  the  service  of  the  State  of  New 
York ;  Eobert  Moses,  the  executive  secretary  of  the  New  York  Recon- 
struction Commission,  who  had  done  brilliant  work  in  connection  with 
classification  in  New  York  and  other  leading  cities ;  and  E.  O.  Grif- 
fenhagen,  of  Griffenhagen  &  Associates  (Ltd.),  of  Chicago,  who  was 
then  engaged  in  classifying  the  civil  service  of  the  Dominion  of  Can- 
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ada  and  who  had  had  broad  experience  in  similar  work  in  this  coun- 
try in  both  govemmental  and  industrial  lines. 

The  Commission  feels  under  very  great  obligations  to  these  gentle- 
men, who  were  our  mentors  at  a  time  when  we  knew  as  little  as  the 
average  citizen  about  the  technique  of  classification.  Mr.  Griffen- 
hagen  and  several  of  his  associates  in  classification  work  were  after- 
wards retained  to  assist  the  Commission. 

COOPERATION  FROM  DEPARTMENTS  AND  EMPLOYEES. 

The  conferences  with  the  experts  were  followed  by  interviews 
with  the  heads  of  all  the  executive  departments  and  independent 
establishments  and  the  Commissioners  of  the  District  of  Columbia, 
and  the  fact  was  quickly  developed  that  the  administrative  officers, 
almost  without  exception,  appreciated  the  gi'ave  need  of  a  fimda- 
mental  change  in  the  methods  of  the  Government  in  handling  its 
gigantic  personnel  problems. 

The  classification  experts  with  whom  we  consulted  warned  us  that 
it  was  essential  that  we  gain  and  retain  the  confidence  of  the  em- 
ployees affected  by  our  work.  They  pointed  out  that  in  New  York 
City  and  State  misunderstandings  had  developed  between  the  forces 
engaged  on  the  task  of  classification  and  the  men  and  women  whose 
jobs  were  being  described  and  valued,  and  that  this  friction  had  very 
seriously  interfered  with  the  consiunmation  of  the  enterprise.  Your 
Commission  decided  to  call  in  the  authorized  representatives  of  the 
employees  and  lay  before  them  in  frank,  open  fashion  the  plans  of 
the  Commission  and  to  invite  suggestions.  The  response  was  most 
gratifying.  The  employees,  individually  and  collectively,  have  co- 
operated whole-heartedly  with  your  Commission.  They  did  not 
attempt  to  exact  promises  as  to  the  character  of  our  recommenda- 
ti<»is,  and  the  members  of  your  Commission  made  no  pledges  except 
the  one  which  was  freely  tendered  at  the  beginning  of  our  conferences, 
when  we  assured  the  president  of  one  of  the  employees'  associations 
that  all  the  details  of  our  work  would  be  open  to  inspection  at  all 
times  by  anyone  interested.  We  have  adhered  consistently  to  that 
policy.  Your  Commission  has  had  no  secrets  to  conceal.  We  were 
engaged  in  a  public  work  and  we  were  all  agreed  that  the  best  way 
to  avoid  misunderstandings  was  to  conduct  oiir  inquiries  in  such  an 
open,  above-board  fashion  that  everyone  interested  might  know  not 
only  our  conclusions  but  the  processes  by  which  those  conclusions 
were  reached. 

Th^e  preliminary  surveys  convinced  your  Commission  that  it 
could  not  with  safety  adopt  without  modification  any  of  the  plans 
for  the  classification  of  positions  and  the  standardization  of  salaries 
which  had  been  used  in  other  cities  and  the  Dominion  of  Canada. 
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Instead  we  agreed  upon  what  might  be  regarded  as  a  composite  of 
all  those  plans,  with  certain  additions  suggested  by  the  needs  of  the 
Washington  service. 

The  actual  work  has  been  done  by  a  small  staff  of  classification 
experts,  assisted  by  a  large  number  of  employees  detailed  from  the 
various  departments,  under  the  close  personal  supervision  of  the 
three  Hpuse  members  of  your  Commission,  who  have  devoted  their 
entire  time  to  the  task. 

Your  Commission  appreciated  that  in  giving  the  employees  such 
a  large  part  in  the  work  of  classification  we  were  subjecting  our- 
selves to  the  criticism  "that  we  were  permitting  th^  employees  to 
classify  themselves  and  to  fix  their  own  salaries."  We  met  this  by 
so  distributing  the  activities  of  the  specialists  we  brought  in  from 
the  outside  that  every  essential  fact  could  be  subjected  to  a  proper 
check,  and,  in  addition,  in  assigning  employees  to  various  phases 
of  the  work,  we  endeavored  to  see  to  it  that  they  were  not  permitted 
to  pass  on  those  matters  which  might  result  in  personal  benefit. 

In  justice  to  the  employees  it  should  be  stated  that  the  most  care- 
ful scrutiny  of  the  members  of  the  Commission  and  its  specialists 
has  failed  to  reveal  a  single  instance  where  an  employee  detailed  to 
our  Commission  has  even  attempted  to  use  the  opportunity  thus 
afforded  to  bring  about  a  result  inimical  to  the  public  interest. 

FORM  OF  RECOMMENDATIONS. 

Our  recommendations  are  submitted  in  the  form  of  (1)  a  bill 
embodying  the  legislation  we  deem  necessary ;  (2)  a  classification  em- 
bracing a  statement  of  duties,  of  qualifications,  and  of  suggested 
lines  of  promotion  for  each  class,  together  with  salary,  recommenda- 
tions ;  (3)  a  report  setting  forth  in  some  detail  our  findings,  recom- 
mendations, and  a  historical  review  of  the  work. 

We  have  at  hand  a  mass  of  material  dealing  with  every  phase  of 
the  subject  assigned  to  us,  including  stenographic  reports  of  the  hear- 
ings conducted  by  your  Commission,  briefs  filed  by  the  authorized 
representatives  of  the  employees  in  the  various  branches  of  the  Wash- 
ington service,  reports  from  special  committees  charged  with  the 
task  of  making  intensjive  studies  of  such  problems  as  wage  and  em- 
ployment policies,  needed  changes  in  civil-service  laws,  alleged  dis- 
criminations against  women  in  the  Government  service,  the  cost  of 
living  in  Washington  and  throughout  the  country,  typical  individual 
and  family  budgets,  and  schedules  showing  salaries  paid  outside  the 
Government  service  for  positions  comparable  to  those  your  Commis- 
sion found  in  the  Government  service. 

In  addition,  our  statistical  division  has  prepared  a  series  o;f  tables 
showing  the  number  of  employees  in  the  Washington  service,  the 
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number  in  the  various  classes  created  hy  our  specifications,  the  sala- 
ries now  received,  with  and  without  the  bonus,  and  many  other  facts 
of  the  utmost  importance. 

All  this  material  is  available  for  the  use  of  the  committees  of 
Congress. 

The  task  assigned  to  your  Commission  by  the  Congress  was  the 
largest  of  its  kind  ever  undertaken,  and  your  Commission  is  not  suf- 
fering from  any  illusions  as  to  the  degree  of  perfection  attained. 

We  are  confident,  however,  that  if  our  recommendations  are 
adopted,  the  Congress  will  not  only  have  laid  the  foundations  for  a 

thoroughgoing  reformation  of  the  civil-service  system  in  the  great 
central  departments  at  Washington,  but  will  also  have  given  the  Gov- 
ernment of  the  United  States  a  modern  employment  policy  compar- 
able to  the  best  to  be  found  in  the  industrial  world  and  not  in  any 
sense  inferior  to  the  systems  maintained  by  other  enlightened  govern- 
ments. 
Respectfully  submitted, 

Andrieits  a.  Jones, 

CJuiirman^ 
ChariiES  B.  Henderson, 
Selden  p.  Spencer, 
Courtney  W.  Hamlin. 
Henry  Allen  Cooper, 
Edward  Keating. 
Cang7'e8s{onal  Joint  Commissiah  on  Reclassification  of  Salarlen. 
Attest: 

V.  L.  Almond, 

Clerk. 
March  12, 1920. 
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SUMMARY  OP  FINDINGS 

The  facts  found  by  the  Commission  in  its  investigation  "  of  the 
rates  of  compensation  paid  to  civilian  employees  "  and  its  parallel 
study  of  working  conditions  and  employment  policies  and  prac- 
tices, are  briefly  summarized  in  the  following  statement.  These 
findings  are  more  fully  stated  and  discussed  in  Chapters  II,  IV, 
and  V  of  this  report. 

As  to  the  lack  of  uniformity  and  equity  in  present  rates,  the  com- 
mission finds  (see  Ch.  II)  : 

1.  That  the  salary  and  wage  rates  for  positions  involving  like 
duties  and  responsibilities  and  calling  for  the  same  qualifications 
(that  is,  for  positions  of  the  same  class)  show  wide  variations  and 
marked  inequalities. 

2.  That  the  salary  and  wage  rates  for  positions  of  the  same  class 
are  diflPerent  in  different  departments  and  independent  establish- 
ments, the  scale  of  pay  in  some  departments  being  markedly  higher 
than  the  scale  for  the  same  class  of  work  in  other  departments. 

3.  That  these  inequalities  in  salary  and  wage  scales  as  between 
departments  are  most  striking  when  the  rates  of  pay  in  the  war- 
expanded  establishments  are  contrasted  with  those  in  the  organiza- 
tions that  were  not  largely  increased  during  the  war. 

4.  That  the  present  system  of  paying  bonuses  tends  to  increase 
the  inequality  in  salary  and  wage  rates  for  positions  of  the  same 
class. 

5.  That  rates  of  compensation  in  the  Government  service  as  a 
whole  have  not  increased  as  rapidly  as  has  the  cost  of  living. 

6.  That  the  amounts  of  recent  increases  in  rates  of  pay  in  the 
Govenmient  service  have  varied  greatly  (a)  as  between  classes 
of  employment  and  (&)  as  between  departments. 

As  to  the  causes  that  have  led,  and  unless  remedied  will  continue 
to  lead,  to  this  lack  of  uniformity  and  equity  the  Commission  finds 
(see  Ch.  II) :     . 

7.  That  the  Government  has  no  standard  to  guide  it  in  fixing  the 
pay  of  its  employees  and  no  working  plan  for  relating  the  salaries 
appropriated  to  the  character  and  importance  of  the  work  for  which 
such  salaries  are  to  be  paid,  and  that  the  designations  of  positions  now 
appearing  in  the  Book  of  Estimates  are  inaccurate  and  misleading. 

8.  That  there  is  a  large  number  of  unnecessary  titles  of  positions 
contained  in  the  Book  of  Estimates  upon  which  appropriations  are 
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based,  due  to  the  lack  of  definition  of  duties  of  positions,  that  this 
is  a  factor  in  causing  lack  of  uniformity  in  rates  of  pay,  and  that  this 
number  can  be  materially  reduced. 

9.  That  the  lack  of  standardization  in  rates  of  pay  may  be  largely 
accounted  for  by  the  unrestricted  freedom  allowed  in  the  adminis- 
tration of  lump-sum  appropriations  and  the  rigidity  of  the  present 
system  of  statutory  appropriations. 

10.  That  the  present  method  of  fixing  the  salaries  of  employees 
upon  their  entrance  into  the  service  leads  to  inequality  in  the  rates 
of  pay  for  the  same  class  of  work  at  the  very  start. 

11.  That  the  absence  of  any  uniform  plan  or  system  for  regulating 
increases  in  the  pay  of  employees  who  have  gained  in  experience 
and  usefulness  in  a  given  class  of  work  and  the  even  more  serious 
lack  of  any  equitable  system  governing  promotions  from  lower  to 
higher  classes  of  positions  have  been  very  large  factors  in  causing 
the  disproportion  in  pay  and  work. 

As  to  the  effect  of  the  lack  of  uniformity  and  equity  in  rates  of 
compensation  of  Government  employees,  the  Commission  reports  (see 
Cb.  H) : 

12.  That  there  is  serious  discontent  accompanied  by  an  excessive 
turnover  and  loss  among  the  best  trained  and  most  efficient  employees, 
that  the  morale  of  the  personnel  has  been  impaired,  that  the  national 
service  has  become  unattractive  to  a  desirable  type  of  technical  em- 
ployee, and  that  the  Government  has  put  itself  in  the  position  of 
wasting  funds  on  the  one  hand  and  doing  serious  injustice  to  indi- 
viduals on  the  other,  and  of  failing  to  get  that  degree  of  efficiency 
in  administration  that  a  more  equitable  and  uniform  wage  policy 
would  bring  about. 

As  to  certain  conditions  of  employment  having  bearing  on  compen- 
sation, the  Commission  finds  (see  Ch.  IV) : 

13.  That  seven  hours  constitute  a  normal  day's  work  for  the  cleri- 
cal and  professional  groups  of  employees  and  eight  hours  for  the 
manual ;  and  that  there  is  no  uniformity  of  practice  in  the  compen- 
sation for  overtime  and  night  work. 

14.  That  employees,  on  the  average,  receive  nearly  the  full  30  days' 
annual  leave  allowed  by  law;  but  that  only  about  3  per  cent  of  the 
employees  take  the  full  30  days'  sick  leave  allowed  by  law,  that 
nearly  50  per  cent  of  the  employees  take  no  sick  leave,  and  that 
certain  groups  of  employees  receive  no  sick  leave. 

15.  That  Government  employees  enjoy  greater  permanency  and 
security  of  tenure  than  employees  in  industrial  or  commercial  estab- 
lishments. 


SUMMARY  OF  RECOMMENDATIONS 

The  Commission  makes  the  following  recommendations,  in  the  con- 
fident belief  that  their  adoption  will  bring  about  and  hereafter 
maintain  conditions  of  "  uniform  and  equitable  pay  for  the  same 
character  of  employment,"  and  will  secure  for  the  Government  the 
maximum  return  in  loyal  and  efficient  personal  service  for  the  com- 
pensation paid.  These  recommendations  are  more  fully  stated  and 
are  discussed  in  Chapters  III,  IV,  and  V  of  this  report. 

For  the  immediate  attainment  of  uniformity  and  equity  in  pay 
for  the  same  character  of  employment  the  Conmiission  recommends 
(see  Ch.  Ill) : 

1.  That  the  Congress  adopt  the  classification  of  positions  set  forth 
in  Part  II. 

2.  That  the  Congress  adopt  the  schedules  of  compensation  set 
forth  in  Part  II  for  the  respective  classes  of  positions. 

3.  That  the  Congress  authorize  the  Civil  Service  Commission  to 
take  over  the  Reclassification  Commission's  records  and  keep  them 
current,,  pending  action  on  the  above  reconmiendations. 

4.  That  the  Congress  direct  an  existing  agency  (hereinafter  re- 
ferred to  as  the  "Classification  Agency"),  logically  and  preferably 
the  Civil  Service  Commission,  to  make  a  final  allocation  of  indi- 
vidual positions  to  the  classes  set  forth  in  the  recommended  plan  of 
classification. 

5.  That  the  Congress  authorize  and  provide  for  the  adjustment  of 
the  rates  qf  pay  of  individual  positions  and  employees  to  bring 
them,  beginning  July  1,  1920,  into  conformity  with  the  schedules  of 
compensation  prescribed  for  the  respective  classes  into  which  the 
respective  positions  have  been  classified. 

For  the  future  maintenance  of  uniformity  and  equity  in  pay  the 
Commission  recommends  (see  Ch.  Ill)  : 

6.  That  permanent  administration  of  the  classification  and  sched- 
ules of  compensation  be  delegated  by  law  to  an  existing  independent 
agency  of  the  Government  (to  be  termed  hereinafter  the  "  Classifi- 
cation Agency"),  logically  and  preferably  the  Civil  Service  Com- 
mission. 

7.  That  the  Classification  Agency  periodically  recommend  to  the 
Congress  additions  to,  or  amendments  of,  the  classification. 

8.  That  the  Classification  Agency  recommend  to  the  Congress  new 
schedules  of  compensation  for  new  classes  of  positions,  or  changes,  if 
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deemed  desirable,  in  the  establi^ed  schedules  for  existing  classes, 
recommended  schedules  for  new  classes  to  apply  until  acted  upon 
by  the  Congress  and  then  to  become  effective  in  the  form  approved 
by  the  Congress. 

9.  That  new  or  additional  positions  that  it  is  proposed  to  create 
be  first  classified  by  the  Classification  Agency. 

10.  That  estimates,  appropriations,  and  payments  for  personal 
services  be  made  under  the  title  of  ^e  class  and  in  accordance  with 
the  schedule  of  pay  applying  to  the  class  which  the  Classification 
Agency  certifies  as  applicable  to  the  position  in  which  such  services 
are  to  be  or  have  been  rendered. 

11.  That  the  pay  of  individual  employees  be  regulated  on  a  basis 
of  efficiency  and  length  of  service  in  the  class  in  which  their  respec* 
tive  positions  are  classified,  according  to  the  schedule  of  compensa- 
tion applying  to  the  class. 

For  the  attainment  of  uniformity  in  the  regulation  of  all  factors 
having  an  indirect  bearing  on  rates  of  pay  and  for  the  improvement 
and  standardization  of  working  conditions,  the  commission  recom- 
mends (see  Ch.  IV) : 

12.  That  the  Classification  Agency  recommend  to  the  Congress  from 
time  to  time  those  measures  that  it  deems  necessary  to  the  improve- 
ment and  the  standardization  of  working  conditions  and  terms  of 
onployment. 

13.  That  the  Congress  prescribe  standard  minimum  working 
hours  for  each  group  of  employees,  together  with  uniform  rules  for 
the  compensation  of  overtime  work  for  those  employees  for  whom 
the  compensation  schedules  provide  for  pay  at  an  hourly  rate,  and 
for  additional  compensation  for  all  night  work. 

14.  That  the  Congress  provide  that  after  January  1, 1921,  (a)  all 
employees  be  granted  annual  leave  at  the  rate  of  2^  days  per  month, 
not  to  be  taken  until  earned,  and  not  more  than  30  days  to  be  taken 
in  any  one  calendar  year;  and  (b)  that  all  employees  be  granted 
sick  leave  at  the  rate  of  10  days  per  year,  not  more  than  60  days  to 
be  taken  in  any  one  calendar  year. 

For  the  securing  of  the  maximum  return  in  efficient  personal  serv- 
ice for  the  Government's  pay-roll  expenditures  the  Conmiission  rec- 
ommends (see  Ch.  Y) : 

15.  That  the  Congress  undertake  a  systematic  examination  of  the 
functions  now  being  exercised,  the  organization  now  in  effect,  and 
the  methods  of  procedure  in  use  in  the  several  departments  and  inde- 
pendent establishments  making  up  the  Washington  service,  in  order 
that  unnecessary  work,  duplicated  work,  improperly  allocated  work. 
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instances  of  poor  organization,  and  expensive  or  inefficient  methods 
of  conducting  business  may  be  discovered  and  eliminated. 

16.  That  the  Congress  provide  for  a  comprehensive  and  uniform 
employment  policy  to  be  administered  by  a  central  personnel  agency, 
logically  and  preferably  the  Civil  Service  Commission,  and  to  include 
the  standardization  of  rates  of  compensation  and  working  conditions 
and  the  selection,  development,  and  retention  of  an  efficient  personnel ; 
and  that  an  advisory  council  be  established  to  advise  the  Civil  Service 
Commission  on  matters  coming  under  the  jurisdiction  of  the  latter, 
and  to  arrange  for  the  formation  of  personnel  committees  in  the 
various  departments. 

17.  (a)  That  all  positions  hereafter  be  filled  by  the  appointment 
of  those  best  fitted  to  perform  the  duties  as  determined  by  the  central 
personnel  agency  through  the  most  effective  methods  of  test  and 
investigation;  and  (5)  that  no  permanent  appointment  to  the  service 
be  made  except  on  certificate  by  the  central  personnel  agency  that 
the  employee  has  satisfactorily  passed  his  probationary  period. 

18.  That  the  central  personnel  agency  be  empowered  to  undertake, 
in  cooperation  with  the  departments,  measures  for  the  training  of 
employees  for  increased  usefulness  in  the  service. 

19.  That  the  central  personnel  agency  be  authorized  and  directed, 
after  consultation  with  the  heads  of  departments,  to  arrange  for  the 
installation  of  efficiency  rating  systems  in  the  various  Government 
establishments;  and  that  the  appropriate  administrative  officers  be 
required  to  rate  all  employees  under  their  direction  in  accordance 
with  these  systems  and  under  such  rules  and  regulations  as  the 
central  personnel  agency  may  prescribe. 

20.  That  hereafter  employees  be  increased  in  pay  not  oftener  than 
once  a  year  and  only  within  the  limits  of  the  range  set  for  their 
class  of  positions  and  on  the  basis  of  ascertained  efficiency  of  the 
required  standard,  to  be  set  by  the  central  personnel  agency;  and 
that  failure  to  maintain  such  standard  after  advancement  to  a  given 
rate  shall  subject  the  employee  to  reduction  to  a  lower  salary  rate  in 
the  same  class. 

21.  That  when  vacancies  in  the  higher  classes  are  not  filled  by 
transfer  or  reinstatement  they  be  filled  by  promotion  of  properly 
qualified  employees  as  determined  by  competitive  civil-service  ex- 
amination; and  that  open  competitive  examinations  for  the  filling 
of  such  vacancies  be  held  only  when  three  such  eligibles  can  not  be 
secured  from  those  already  in  the  service. 

22.  That  employees  who  fail  to  attain  a  fair  standard  of  efficiency 
as  prescribed  by  the  central  personnel  agency  be  removed  from  the 
service,  after  suitable  opportunity  for  appeal  to  the  personnel 
agency. 
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23.  That  employees  who,  by  reason  of  their  age  or  disability  re- 
sulting from  their  service,  are  unable  to  render  ser^ce  of  a  fair 
standard  of  efficiency  be  retii*ed  under  an  actuarially  sound  pension 
plan. 

24.  That  transfers,  layoffs,  reinstatements,  demotions,  dismissals, 
suspensions,  and  other  employment  processes  be  regulated  in  accord- 
ance with  a  uniform  employment  policy  and  in  conformity  with  the 
spirit  of  the  above  reconmiendations ;  and  that  employees  have  the 
right  to  appeal  to  the  central  personnel  agency  in  all  matters  coming 
under  its  jurisdiction. 


SUMMARY  OF  BENEFITS 

The  Commission  is  firmly  of  the  opinion  that  the  adoption  of  the 
classification  of  positions  and  the  uniform  schedules  of  pay  recom- 
mended in  this  report,  and  of  the  proposed  plan  for  the  future  ad- 
ministration of  this  classification  and  these  schedules,  will  bring 
about  the  following  benefits  to  the  Congress,  the  departments,  the 
employees,  and  the  public  at  large. 

The  Congress  will  secure : 

/.  A  sound  and  practical  working  basis  for  arriving  at  the 
proper  rates  of  compensation  in  appropriations  for  personal 
services. 

^  The  assurance  that  on  this  basis  salaries  and  wages  will  be 
appropriated  at  the  same  rate  for  the  same  work  in  all 
departments  and  at  all  times. 

7  A  means  of  controlling  expenditures  for  personal  services  paid 
from  lump-sum  appropriations  or  contingent  funds,  and  of 
bringing  them  into  conformity  with  the  basis  observed  m 
itemized  appropriations. 

^  The  assurance  that  on  this  basis  the  salaries  appropriated  for 
positions  of  different  classes  will  have  the  equitable  rela- 
tionship that  is  called  for  by  the  difference  in  the  values  of 
the  work  involved  in  the  respective  classes. 

(^  The  further  assurance  that  the  salaries' appropriated  on  this 
basis  will  be  fair  to  the  employee  and  to  the  public  as  the 
taxpayer. 
A  method  of  adjusting  salary  scales  from  time  to  time,  as  re- 
quired and  justified  by  changes  in  economic  conditions,  in 
such  a  way  as  to  permit  of  discriminating  application  of 
increases  or  decreases  which  will  take  into  account  the  rela- 
tive requirements  of  the  several  kinds  of  employment  (as 
against  the  arbitrary  spreading  of  bonuses,  increases,  or 
reductions  over  deserving  and  undeserving  classes),  and 
which  will  not  affect  the  relative  status  of  employees  in  the 
same  class. 

7  Assistance  in  the  consideration  of  estimates  through  the  com- 
mon use  by  all  departments  of  a  specific  and  uniform  ter- 
minology for  classes  of  positions,  i.  e.,  kinds  of  personal 
service. 

^  A  means,  through  this  descriptive  system  of  nomenclature,  of 
comparing  the  organization  requirements  of  different  de- 
partments and  of  the  same  department  at  different  periods. 

if  Relief  from  the  pressure  of  special  requests  for  changes  in  the 

salary  appropriations  for  individual  positions  or  employees 

or  for  special  groups  or  departments. 
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The  departments  will  secure : 

/.  The  immediate  relief,  so  vital  to  the  holding  together  of  the 
experienced  departmental  organizations,  that  will  come  from 
the  adoption  of  revised  salary  scales  for  specialized  workers 
(particularly  scientific  and  technical  employees). 

^  Permanent  relief  from  the  confusion  resulting  from  the  varia- 
tions in  salary  scales  for  the  same  work  in  different  depart- 
ments, with  the  consequent  tendency  toward  interdepart- 
mental competition. 
'y  A  means  of  expressing  their  exact  organization  needs  to  the 
appropriating  body — the  Congress — and  the  recruiting 
body — the  Civil  Service  Commission. 

^  All  of  the  direct  and  indirect  benefits  that  will  come  from  a 
fair  and  businesslike  wage  policy  and  a  contented  personnel. 

The  employees  will  secure : 
y  Immediate  relief  in  cases  where  they  are  now  inadequately 

paid. 
Z  .Uniform  justice  in  the  relation  between  the  compensation  they 

receive  and  the  value  of  their  work. 
f'The  assurance  that  all  other  employees  of  the  Government 
engaged  in  the  same  work  are  being  treated  in  the  same  way. 
u  The  assurance  that  adjustments  of  pay  in  the  future  will  have 

reference  to  changes  in  living  costs. 
rThe  incentive  to  effort  that  comes  of  a  knowledge  of  an  assured 
reward  for  successful  accomplishment — advance  in  pay  for 
increased  usefulness  in  the  same  class  of  work  and  higher 
compensation  upon  promotion  to  a  higher  grade  of  work. 

The  public  will  secure : 

/The  assurance  that  its  Government  aims  to  be  a  model  em- 
ployer, and  to  pay  each  employee  in  proportion  to  the  value 
of  the  work  required  of  him. 

The  Commission  further  submits  that  many  additional  benefits  in 
addition  to  those  enumerated  above  will  accrue  from  the  adoption  of 
its  general  recommendations  for  a  comprehensive  and  centrally  ad- 
ministered employment  policy  (see  Recommendations  16  to  24  in  the 
foregoing  tabulation).  It  believes  that  the  standardization  of  work- 
ing conditions  that  will  result  will  be  second  only  to  the  standardiza- 
tion of  pay  in  its  good  results.  It  is  convinced  that  the  personnel 
policies  proposed  will  insure  to  the  Government  a  maximum  return 
in  loyal  and  efficient  service  for  its  pay-roll  expenditures  and  will 
make  the  public  service  attractive  as  offering  real  opportunity  for  a 
worth-while  career. 


CHAPTER  I 


THE  COMMISSION'S  MANDATE  FROM  THE  CONGRESS,  AND  ITS 

PROGRAM  OF  WORK. 

The  act  creating  the  Commission  set  forth  its  task  in  the  follow- 
ing language:  ^'It  shall  be  the  duty  of  the  Commission  to  investi- 
gate the  rates  of  compensation  paid  to  civilian  employees  ♦  *  * 
and  report  *  *  *  what  reclassification  and  readjustment  of  com- 
pensation should  be  made  so  as  to  provide  uniform  and  equitable 
pay  for  the  same  character  of  employment  *  *  *."  The  Com- 
mission's first  concern  was  to  translate  this  mandate  from  the  Con- 
gress into  a  working  program. 

The  purpose  of  the  work  was  clear.  It  was  a  matter  of  general 
knowledge,  in  which  the  members  of  the  Commission  naturally 
shared,  that  chaotic  conditions  had  been  permitted  to  develop  in 
the  Federal  service  through  the  absence  of  any  consistent  policy  for 
fixing  or  controlling  the  salaries  pertaining  to  positions  or  indi- 
viduals. The  members  of  the  Commission  were,  of  course,  familiar 
with  the  perplexities  of  the  Congress  in  considering  appropriations 
for  salaries  and  wages  and  they  soon  learned  of  the  difficulties  of 
administrative  heads  and  the  Civil  Service  Commission  in  handling 
appointments,  transfers,  and  promotions  in  the  face  of  an  unstand- 
ardized  salary  situation.  It  was  not,  however,  until  they  had  been 
engaged  in  the  work  for  some  months  that  they  came  to  appreciate 
how  seriously  the  morUe  of  the  service  had  been  impaired  by  the 
prevalence  of  unfairness  and  inconsistency  in  the  compensation  of 
employees.  It  was  unquestionably  the  intent  of  the  Congress  that 
the  Commission  should  find  a  remedy  for  these  conditions.    ' 

The  Commission  was  called  upon  by  the  letter  of  the  act  to  in- 
vestigate and  to  report.  It  was  called  upon  to  investigate  rates  of 
compensation  and  to  report  what  readjustments  should  be  made 
to  provide  for  uniformity  and  equity.  Clearly,  the  keynotes  of  both 
investigations  and  recommendations  were  to  be  "  equity  "  and  "  uni- 
formity," each  in  relation  to  the  character  of  the  employment. 

In  specifying  that  rates  of  compensation  should  be  equitable  the 
act,  in  the  opinion  of  the  Commission,  impliedly  called  for  fair 
treatment  to  the  employee  on  the  basis  of  his  service  to  the  Gov- 
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eminent,  fair  return  to  the  Government  for  the  salary  paid  to  the 
employee,  relative  fairness  to  employees  in  different  kinds  of  posi- 
timis  on  the  basis  of  the  nature  of  the  duties  performed,  regardless 
of  departmental  location,  sex,  or  other  consideration,  and  relative 
fairness  to  employees  in  the  same  kind  of  positions  on  the  basis  of 
their  individual  merits.  It  was  apparent  that  when  these  require- 
ments of  equity  had  been  met,  the  requirements  of  uniformity  would 
also  have  been  satisfied. 

The  Commission  also  felt  that  the  spirit  of  the  act  would  not  be 
carried  out  unless  consideration  were  given  to  the  practices  under 
which  rates  of  compensation  were  now  being  arrived  at  and  changed, 
and  unless  the  recommendations  for  readjustment  carried  with  them 
suggestions  for  the  future  maintenance  of  the  improved  conditions 
to  be  brought  about  by  their  adoption. 

After  careful  consideration,  therefore,  of  the  specific  provisions 
of  the  act  and  of  the  needs  of  the  service  as  brouglit  out  by  its  first 
survey,  the  Commission  developed  a  program  of  work  to  which  it 
has  adhered  throughout  its  operations.  This  program  served  as  fin 
expression  of  the  Commission's  interpretation  of  its  mandate  from 
the  Congress.  It  involved  the  accomplishment  of  the  following 
tasks: 

To  secure  the  actual  facts  in  the  case  of  every  individual  posi- 
tion and  individual  employee  as  to  the  present  "rate  of  com- 
pensation" and  "character  of  employment"  and,  wherever 
possible,  working  conditions. 
To  examine  into  these  facts  and  to  report  upon  them  with 
respect  to  the  uniformity  of  the  pay  for  the  same  kind  of  em- 
ployment, the  equity  of  the  pay  as  between  different  kinds  of 
employment,  and  the  relationship  of  the  pay  to  the  com- 
pensation for  similar  work  outside  of  the  Government  serv- 
ice. (See  Ch.  II.) 
To  make  specific  and  practical  recommendations  regarding  rates 
of  pay  ifa  form  to  give  the  Congress  the  basis  for  an  immedi- 
ate  readjustment  of  salaries  in  the  interest  of  equity  and 
uniformity.  (See  Ch.  III.) 
To  ascertain  how  rates  of  pay  were  being  arrived  at  and  changed 
under  the  present  system  of  appropriations  and  the  present 
departmental  practice  in  administering  lump  sums. 
To  recommend  a  policy  and  procedure  for  the  Congress  and  the 
departments  for  the  establishing  and  regulating  of  rates  of 
compensation  to  provide  for  the  future  maintenance  of  uni- 
formity and  equity,  and  to  preclude  the  necessity  for  the 
repetition  of  the  work  of  readjustment.    (See  Ch.  III.) 
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To  report  upon  those  employment  conditions  and  factors  that 
have  a  bearing  on  the  value  of  the  money  compensation  of 
employees  in  the  Government  service,  such  as  hours,  leaves, 

.  permanency  of  tenure,  opportunities  and  restrictions,  and  gen- 
eral working  conditions,  and  to  make  rec(»nmendations.  (See 
Ch.  IV.) 

To  report  upon  those  policies  and  practices  that  determine  the 
Government's  return  in  efficient  personal  service  for  the  com- 
pensation  paid,  covering  such  personnel  problems  as  selec- 
tion,  training,  efficiency  standards  and  records,  advancement 
and  promotion,  removal,  and  retirement,  and  to  make  recom- 
mendations.   (See  Ch.  V.) 


CHAPTER  II 


THE  FINDINGS  OF  THE  CX)MMISSION  AS  TO  THE  LACK  OF  EQUITY 
AND  UNIFORMITY  IN  PRESENT  RATES  OF  CX)MPENSATION  AND 
AS  TO  THE  EXISTING  PRACTICE  OF  ESTABLISHING  AND  REGU- 
LATING RATES  OF  COMPENSATION 

The  investigation  made  by  the  Commission  brought  out  the  facts 
regarding  the  "  character  of  employment "  and  the  "  rates  of  com- 
pensation" in  the  case  of  each  individual  position  and  employee 
among  the  107,000  making  up  the  Washington  service.  These  facts 
and  figures  have  been  compiled,  analyzed,  and  compared  and  are 
set  forth  in  this  chapter.  The  Commission  carried  its  study  of  the 
present  situation  to  a  point  where  it  would  be  enabled  not  only  to 
recommend  an  immediate  adjustment  of  salary  rates  but  a  revision 
of  those  practices  that  had  led  to  the  confusion  of  salaries.  Its  find- 
ings  as  to  the  causes  underlying  the  present  conditions  are  also  re- 
corded in  the  present  chapter.  It  is  upon  the  basis  of  those  findings 
that  the  recommendations  of  the  Comimission,  presented  in  the  next 
chapter,  for  the  securing  and  maintaining  of  uniformity  and  equity 
in  rates  of  pay  are  based. 

Lack  of  Uniformity  in  Pay  for  the  Same  Class 

First  -finding. — ^The  Commission  finds  that  the  salary  and  wage 
rates  for  positions  involving  like  duties  and  responsibilities 
and  calling  for  the  same  qualifications — ^that  is,  for  positions 
of  the  same  class — show  wide  variations  and  marked  mequali- 
ties. 

The  object  of  the  Government  should  be  to  pay  a  fair  wage  for  the 
service  rendered,  no  more  and  no  less.  When  more  than  a  fair  wage 
is  paid,  an  injustice  is  done  the  taxpayer.  When  less  than  a  fair 
wage  is  paid,  an  injustice  is  done  the  employee.  When,  for  perform- 
ing a  given  task,  some  employees  are  overpaid  and  others  are  under- 
paid, both  the  taxpayers  and  the  underpaid  employees  have  a 
grievance.  The  taxpayers  are  often  contributing  enough  for  a  given 
type  of  service  to  pay  all  who  are  rendering  it  a  fair  return,  and  the 
injustice  to  some  employees  is  due  not  to  undertaxation  for  salaries 
but  to  an  unfair  method  of  distributing  the  money  raised  by  taxa- 
tion. In  the  public  service  the  citizen  employee  may  justly  demand 
that  there  shall  be  no  discrimination ;  that  one  shall  not  be  paid  more 
than  another  for  the  same  work  under  the  same  circumstances. 
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Equal  pay  for  equal  work  as  a  standard  for  employment  does  not 
prevail  in  the  United  States  civil  service.  To  secure  the  application 
of  such  a  standard  some  centralized  agency  would  have  to  be  func- 
tioning to  say  what  the  wage  should  be  and  to  see  that  that  wage 
and  no  other  is  being  paid.  The  Government  has  had  no  such 
agency.  Salary  fixing  is  almost  completely  decentralized.  In  view 
of  this  situation  it  is  not  in  the  least  surprising  that  the  statistics 
compiled  by  the  Commission  show  that  the  Government  frequently 
pays  very  much  more  to  some  employees  than  to  others  for  the  same 
work. 

Striking  individual  cases  can,  of  course,  be  cited  of  messengers 
performing  clerical  work  of  a  fairly  high  grade  while  still  drawing 
the  low  salaries  of  the  messenger's  position.  Equally  striking  and 
more  sinister  cases  can  be  given  of  employees  drawing  large  salaries 
for  performing  simple  routine  work.  Such  instances  are  numerous. 
The  figures  for  almost  every  class  of  work  that  requires  a  large  num- 
ber of  employees  will  reveal  a  few  instances  of  marked  underpay- 
ment or  of  marked  overpayment,  and  sometimes  of  both.  But  these 
extreme  cases,  though  possibly  more  dramatic,  have  nothing  like 
the  real  significance  that  lies  in  figures  which  reveal  a  considerable 
number  of  employees  receiving  markedly  higher  pay  than  an  almost 
equally  large  number,  or  perhaps  a  larger  number,  performing  the 
same  general  duties.  Individual  instances  may  have  their  individual 
explanations ;  but  the  large  numbers  can  not  be  thus  explained  away. 
They  reveal  unquestionably  an  absence  of  standards,  and  of  a 
mechanism  for  applying  and  enforcing  standards. 

One  of  the  most  important  types  of  work  from  the  standpoint  of 
number  of  employees  involved  is  that  of  filing  and  keeping  records. 
The  preliminary  tabulations  made  to  aid  the  Commission  in  fixing 
rates  showed  13,449  employees  whose  duties  were  immediately  con- 
nected with  filing  and  record  keeping.  On  the  basis  of  the  precise 
nature  of  their  duties  and  the  degree  of  their  responsibility,  as  in- 
dicated by  the  questionnaires,  they  were  divided  into  six  classes: 
(1)  Under,  (2)  junior,  (3)  senior,  (4)  principal,  (6)  head,  and  (6) 
chief.  The  typical  under  file  and  record  clerk  punched  papers,  put 
them  into  folders,  numbered  or  alphabetized  them  and  did  other  rou- 
tine work  of  the  simplest  character,  all  under  immediate  supervision. 
The  typical  chief  file  clerk  held  a  responsible  position  supervising  the 
work  of  a  large  organization  engaged  in  filing  and  record  keeping. 
He  had  to  know  the  subject  matter  handled,  the  office  procedure  of 
filing  methods,  and  he  had  to  exercise  administrative  ability.  The 
other  classes  represented  the  steps  between  the  least  exacting  work 
in  this  general  service  and  the  most  exacting. 

In  a  well-organized  civil  establishment  the  file  "and  record  em- 
ployees in  each  class  would  receive  a  higher  rate  of  pay  than  those 
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in  the  class  below  them,  and  all  employees  in  the  same  class  would 
receiye  approximately  the  same  rate  of  pay.  A  difference  of  10  or 
15  per  cent  between  the  highest  paid  and  the  lowest  paid  might 
normally  be  expected  as  the  result  of  difference  in  experience  and 
length  of  service.  Larger  differences  would  indicate  a  bad  system 
of  personnel  administration. 

The  C<»nmission  found  that  of  the  3^3  under  file  clerks  92  re- 
4.'eiTed  less  than  $720,  whereas  77  received  $1,000  or  more.  The  most 
<!ommon  rate  was  from  $900  to  $1,000.  The  difference  between  the 
highest  paid  and  the  lowest  paid  exceeded  $500.  It  should  not  have 
exceeded  $200. 

The  figures  for  junior  file  clerks  showed  309  at  $900,  but  under 
$1,000,  and  377  at  $1,320  to  $1,440.  A  few  received  less  than  $720 
and  a  few  $2,000  or  more. 

The  statistics  showing  the  number  in  each  class  at  the  different 
nit^  of  pay  are  given  in  the  tabular  statement  below. 

The  absence  of  a  proper  relationship  between  the  pay  for  the 
different  classes  will  be  apparent  at  a  glance.  Although  one  can 
generally  pick  out  the  dominating  rate  of  pay  for  a  class  alid  like- 
wise  trace  the  general  increase  from  class  to  class,  the  lack  of  a 
tmiformly  applied  standard  is  at  once  apparent.  Many  junior  file 
and  record  clerks  are  paid  more  than  seniors  and  some  seniors  get 
more  than  many  principals. 

These  figures  for  file  and  record  clerks  are  typical  of  those  for 
almost  all  the  daases,  for  the  Government  of  the  United  States  has 
liad  no  uniform  standard  for  paying  its  employees. 


Rate  of  pay  exclusive  of  Ixnnu. 


An  rates. 


Under  «/3 

^730  bat  under  1840 

S840  bat  under  1900 

IBQO  bat  under  $1,000. . . 
S1,GOO  but  under  $U0O. 
11400  but  under  $1,200. 
tl,20D  but  under  $1,320. 
S1420  but  under  $1,440. 
n,44D  but  under  $1,560. 
tl^  but  under  $1,800. 
$1300  bat  under  $2,000. 
S2,Q0O  but  under  $2,500. 
tljsm  bat  under  $3,000. 
S3J0OO  but  under  $4,000. 


Employees  (13,449)  in  the  filing  and  record  "series"  according 
to  the  preliminary  tabulation,  Apr.  $0, 1919. 


I  Under. 


383 


92 
5fi 
34 
134 
43 
10 
15 


Junior. 


10,154 


27 
41 

20 

300 

909 

3,373 

4.035 

.177 

50 

8 


Semor. 


2,334 


2 

5 

IS 

123 

360 

1,20S 

437 

03 

74 

30 

5 


Principal. 


462 


11 

112 

147 

43 

101 

*5 

8 

1 

2 


Head. 


96 


23 

50 

12 

4 


Chief. 


't 


20 


1 

11 
(t 
1 
I 


In  contrast  with  these  figures  the  following  tabular  statement 
will  be  of  interest.  It  shows  how  the  statistics  for  the  file  and 
record  service  would  look  if  the  rates  of  pay  recommended  by  this 
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Commission  had  been  in  effect  on  April  30,  1919.  The  figures  in 
this  table  are  larger,  as  they  include  data  for  employees  not  iu* 
eluded  in  the  preliminary  tabulations : 


File  clerks,  Apr.  30, 1919  (tentative  classification). 

Recommended  rate  of  pay. 

Under 

Junior. 

Senior. 

Prin- 
cipal. 

Head. 

Chier. 

Total 

886 

10,314 

2,340 

450 

96 

20 

ti.oso 

167 
110 
109 

tl,140 

' 

11,200 

•...•..«.*l». .••«•*•« 

11.260 

6,651 

2,739 

934 

••••' r • 

$1,320 

11,380 

Sl,440 

844 
920 
576 

11,500 

11,560 

11,740 

83 

143  1 
27 
206 

11,800 

11,860 

11,920 

12,040 

10 
14 

S2,160 

' 

S2,280 

.......... 

•"•••■••••1 

$2.400 

••••"••••" 

72 

$2,460 

i 

3 

$2,680 r 

, 

1 

$2,700 

$2,820 

■   a«aBa>>M*laaa»»BBM>H 

IG 

1 

Lack  of  Uniformity  in  Pay  Scales  Between  Departments 

Second  finding. — The  Commission  finds  that  the  salary  and  wage 
rates  for  positions  in  the  same  class  are  different  in  different 
departments  and  independent  establishments.  The  scale  of 
pay  in  some  departments  is  markedly  higher  than  the  scale  for 
the  same  class  of  work  in  other  departments. 

The  statistical  evidence  to  support  this  finding  is  superabundant. 
It  is  to  be  found  in  the  figures  for  almost  every  numerically  Im- 
portant class  which  is  represented  in  two  or  more  establishments. 
One  of  the  instances  that  particularly  impressed  the  staff  of  the 
Commission  as  it  made  its  detailed  examination  of  the  figures,  in 
connection  with  the  recommendation  of  the  Commission  in  respect  to 
salafries,  was  that  of  the  junior  examiners.  They  are  found  mainly  in 
the  Bureau  of  War  Risk  Insurance  and  the  Bureau  of  Internal 
Eevenue,  both  of  the  Treasury  Department,  and  in  the  Pension 
Bureau  and  the  General  Land  Office  of  the  Interior  Department. 

In  the  Interior  Department  the  most  common  rate  for  junior  ex- 
aminers was  $1,200,  whereas  in  the  Treasury  Department  two  rates 
were  almost  equally  common,  $1,400  and  $1,800.  The  lower  rate  pre- 
vails in  the  Bureau  of  Internal  Revenue  and  the  higher  rate  in  the 
Bureau  of  War  Risk  Insurance.  These  figures  are  exclusive  of  bonus, 
but  obviously  such  differences  were  not  offset  by  either  the  bonus 
law  which  was  operative  on  April  30,  1919,  nor  are  they  offset  by 
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the  present  law.  The  detailed  figures  are  presented  in  the  following 
tabular  statement  which  is  a  typical  illustration  of  different  rates 
of  pay  for  like  work  in  different  departments  and  bureaus. 


Rate  of  pay,  excluBiYe  of  bonus. 


Junior  oxamlnort, 
Apr.  SO,  1919, 
(prollminary 
UDOlatlon). 


Int«rior  |  Treasury 

Depart-    Dapart- 

mant.   I    mant. 


Totel. 


S900  bat  nndar  SI  .000. . . 
tl^  bat  under  $1,200. 
t],fln  bat  ondar  $1,320. 
11,320  bot  nndar  $1,440. 
tl^  bat  ander  $1,^60. 
Sl^bot  nndar  $1,800. 
11,800  bat  under  $2,000. 
S^OOO  but  under  $2,500. 


Avertte  pay.  exchtsiTe  of  bonus 

Inclndtng  ^imated  bonus  of  fiscal  year  ending  June  30, 1090. 


Such  a  condition  as  that  revealed  by  this  table  is  the  inevitable 
result  of  the  absence  of  a  centralized  agency  charged  with  the  func- 
tion of  knowing  the  duties  and  responsibilities  of  the  positions  in  the 
different  establishments  and  of  applying  to  them  a  standard  scale  of 
payment  approved  by  the  Congress.  Until  such  an  agency  is  de- 
veloped the  service  will  be  troubled  with  the  transfer  problem.  Em- 
ployees in  the  Interior  Department,  who  have  learned  the  work  of 
that  department  and  have  therefore  acquired  a  special  value  to  the 
Government,  can  not  be  blamed  for  seeking  transfer  to  the  Treasury 
Department,  if  the  Treasury  pays  so  much  more  money  for  similar 
work  of  no  g^'eater  difficulty.  On  transfer,  the  former  Interior  De- 
partment employees  can  no  longer  utilize  their  acquired  knowledge 
of  the  laws  governing  the  pension  or  land  claims  and  they  must  be- 
gin again  the  acquisition  of  knowledge  of  the  law  they  are  to  apply 
in  examining.  The  Government  must  train  them  for  their  new  work 
in  the  Treasury  Department  at  the  same  time  it  is  training  their 
successors  in  the  Interior  Department.  Training  is  expensive  busi- 
ness, as  every  administrator  knows,  but  the  Government  is  now  ap- 
plying a  system  whereby  it  frequently  doubles  its  training  difficul- . 
ties  and  expenses. 

Efforts  have  been  made  to  combat  this  situation  by  legislation  pro- 
hibiting transfer  from  one  department  to  another  until  the  incumbent 
has  served  three  years,  and  more  recently  by  prohibiting  a  transfer  at 
an  increased  salary  if  the  salary  is  paid  from  a  lump-sum  roll. 
Under  this  newer  law  the  employee  is  required  to  serve  one  year  in 
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the  office  to  which  transferred  before  the  salary  may  be  increased. 
The  old  rule  penalized  the  ill-advised  new  employee  coming  to 
Washington  who  accepted  a  position  in  a  low-paying  organization. 
Not  infrequently  excellent  employee^  who  have  served  the  Grovem- 
ment  three  years  in  a  low-paying  department  welcome  the  oppor- 
tunity to  accept  the  entrance  salary  for  similar  work  in  a  better- 
paying  department.  They  then  get  the  same*  rate  as  the  new  em- 
ployees who  have  just  begun  the  Government  service,  but  who  were 
better  advised  or  more  lucky  in  selecting  their  department.  The  en- 
trance rate  in  the  better-paying  department,  ^loreover,  frequently 
affords  an  increase  over  the  rates  paid  by  the  other  establishment 
to  its  employees  who  have  served  three  years.  The  legislation  met 
the  situation  by  repression  and  not  by  removing  the  cause,  which 
was  mainly  unstandardized  salaries. 

Inequality  Between  Salary  and  Wage  Scales  in  War-Expanded 
Departments  and  Other  Departments 

Third  -finding. — The  Commission  finds  that  these  inequalities 
in  salary  and  wage  scales  as  between  departments  are  most 
striking  when  the  rates  of  pay  in  the  war-expanded  estab- 
lishments are  contrasted  with  tnose  in  the  organizations  that 
h  were  not  largely  increased  during  the  war. 

The  data  just  prcvsented  for  junior  examinei-s  showed  that  the 
most  common  rate,  for  this  class,  exclusive  of  bonus,  was  $1,200  in 
the  Pension  Bui^aii  and  the  General  Land  Office  a?5  contrasted  with 
$1,400  in  the  Bureau  of  Internal  Revenue  and  $1,800  in  the  Bureau 
of  War  Risk  Insurance.  The  two  bureaus  in  the  Interior  Depart- 
ment were  not  expanded  by  the  war.  The  Bureau  of  Internal  Reve- 
nue was  greatly  expanded;  but  its  standard  for  salaries  was  doubt- 
less materially  influenced  by  the  fact  that  it  is  an  old  organization 
and  may  be  said  to  have  some  prewar  ideas.  The  Bureau  of  War 
Sisk  Insurance  is  an  enormous  organization  of  Aladdinlike  growth, 
and  its  standard  for  salaries  is  a  '^yar  standard.  One  can  not  study 
the  statistics  regarding  the  personnel  of  the  Federal  service  in  the 
District  of  Columbia  without  being  impre&sed  with  the  fact  that 
the  war  tremendously  increased  the  difference  between  establish- 
ments in  the  rates  paid  for  similar  work. 

■  To  have  selected  the  Bureau  of  War  Risk  Insurance  as  the  first 
illustration  was  perhaps  unfair  to  that  organization,  for,  although  in 
general  it  paid  better  than  the  old  establishments,  it  was  not  con- 
spicuous among  the  war  agencies  because  of  its  large  salaries.  The 
salaries  in  certain  war  organizations  did,  as  a  matter  of  fact,  seem 
more  than  conspicuous  when  judged  on  the  basis  of  the  rates  that 
had  been  common  in  the  Government  service  before  tlie  war.    The 
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Commission  did  not  have  the  time  to  make  any  detailed  analysis  of 
the  data  by  individual  bureaus  and  offices  except  in  special  instances. 
In  preparing  salary  rates,  however,  it  had  before  it  the  figures  for 
(lepartments  and  independent  establishments,  and  in  the  case  of  cer- 
tain key  classes  in  the  clerical  service,  it  prepared  summary  avei-ago 
salaries  (a)  for  nonwar-expanded  organizations,  (6)  for  war-ex- 
panded organizations  which  receive  a  bonus  under  the  current  law, 
and  (c)  for  the  war  organizations  which  receive  no  bonus.  In  pre- 
paring the  figures  for  the  war-expanded  organizations  which  receive 
a  bonus,  a  distinction  was  made  between  the  Treasury  Department 
and  the  other  departments,  because  the  employees  of  the  Bureau  oi 
War  Risk  Insurance  in  the  Treasury  Department  get  only  half  the 
$240  bonus  paid  the  employees  of  the  other  organizations  that  are 
within  the  current  bonus  law.  As  "war-expanded  organizations'^ 
were  classed  all  these  depailnients  whose  staffs  in  the  District  of 
Columbia,  according  to  the  tables  in  the  Official  Register  of  the 
United  States,  had  doubled  or  approximately  doubled  between  July 
1. 1915,  and  July  1,  1919. 

Such  averages,  it  should  be  noted,  are  an  understatement  of  the 
real  difference  in  the  salaries  of  the  ''  war  workers  "  and  the  "  old 
employees/'  They  demonstrate  the  existence  of  the  difference  rather 
than  measure  its  precise  extent.  In  the  war-expanded  agencies, 
siich  as  the  War  Department,  the  Treasury,  and  the  Xavy,  are  many 
positions  the  salaries  of  which  were  fixed  before  the  World  War  and 
doubtless  some  that  were  fixed  before  the  Civil  War.  The  existence 
of  such  old  positions  tends  to  bring  down  the  averages  for  these 
departments  and  make  them  more  in  line  with  those  for  depart- 
ments not  expanded  by  the  war.  It  should  also  be  remembered 
that  the  "  old  employees' "  period  of  service  is  naturally  considerably 
longer  than  that  of  the  **war  workers,"  and  if  a  standard  salary 
scale  were  in  existence  that  gave  recognition  to  length  of  service, 
the  average  salary  for  the  "  old  employee "  would  be  higher  than 
that  for  the  "  war  workers,"  Instead  the  averages  in  the  table  given 
below  are,  as  a  rule,  noticeably  lower  for  the  organizations  made  up 
ahnost  entirely  of  "  old  employees." 

Many  inexperienced  war  workers  were,  in  fact,  taken  on  at  sal- 
aries from  $1,000  to  $1,320.  Many  of  the  older  employees  had 
reached  these  grades  only  after  several  years  of  service.  An  em- 
ployee filling  a  responsible  position  in  the  War  Department  which 
required  many  years  of  experience,  received  a  salary  only  $400 
greater  than  that  paid  to  his  daughter  just  graduated  from  high 
school.  She  was  employed  as  an  imder  stenographer  at  what  was 
the  market  rate.    The  departments  were  glad  to  get  stenographers 
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at  the  salary  she  was  paid.  Had  her  father  been  outside  the  service 
he,  too,  could  doubtless  have  come  in  at  the  market  rate,  or  might 
have  secured  a  commission  as  an  officer.  Instead  the  family  afforded 
a  striking  illustration  of  the  difference  in  the  salaries  of  the  "  old 
employees  "  and  the  "  war  workers." 

Many  cases  of  injustice  to  old  employees  are  involved  in  the  aver- 
ages in  the  tabular  statement  given  below.  The  average  salary  for 
jimior  mail  routing  clerks,  for  example,  was  $878  in  the  old  estab- 
lishments not  expanded  by  the  war,  as  contrasted  with  $1,116  in  the 
war-expanded  organizations  other  than  the  Treasurj'.  Both  these 
groups  received  the  same  bonus  on  April  30,  1919,  and  received  the 
same  bonus  under  the  present  law.  Differences  of  a  hundred  dollars 
or  more  as  between  the  different  classes  of  establishments  are  not  un- 
common, especially  in  the  lower  classes  of  the  series  presented.  And 
yet  the  rates  for  the  "  old  employees  "  should  be  almost  invariably 
slightly  higher  than  those  for  the  "  war  workers,"  because  they  have, 
SIS  a  rule,  been  longer  in  the  service. 

[X(>TE.— To  allow  for  the  bonus,  as  paid  under  the  current  law  for  the  fiscal  year  ending  June  30,  1920, 
add  $240  to  the  figures  in  columns  3  and  6, 1190  to  the  fibres  in  column  5, 1213  to  the  figures  In  column 
4,  and  nothing  to  those  in  column  7.    This  correction  will  give  an  approximate  average  rate  of  pay.] 


lasses  arranged  by  series. 


Total 

Under  typist-clerk 

Jimior  typist-clerk 

Under  typist 

Junior  typist 

SenicM*  typist 

Under  stenographer-clerk 

Junior  stenogiapher-cterk 

Under  stenographer 

Junior  stenographer 

Senior  stenographer 

Under  file  clerk 

Junior  file  clerk 

Senior  file  clerk 

Junior  mall  routing  clerk 

Senior  mail  routing  clerk 

Junior  mail  dispatching  clerk 
Senior  mall  dispatching  clerk 

Under  accounting  clerk 

Jimior  accotmting  clerk 

Senior  accoimting  clerk 

Under  examiner 


Average  salary  (exclusive  of  bonus)  of  employees  tn  the 

specified  classes  Apr.  30, 

1919.    (Preliminary  tabula- 

tion.) 

Receiving  bonus  under  law  Har.  1, 

Number 
of  em- 
ploy- 
ees. 

±9i.V, 

AU  es- 
tablish, 
ments 

Nonwar 
ex- 

War expended  establish- 
ments. 

War 
organi- 
zations 
not  re- 

panded 
estab- 

Other 

ceiving 
bonus. 

lish- 

Total. 

Treas- 

than 

ments. 

ury. 

Treas- 

ury. 

(1) 

(2) 

(3) 

(4) 

(5) 

(6) 

(7) 

35,975 

519 

11,134 

11,009 

Sl,148 

11,124 

SI, 154 

$1,157 

348 

1,158 

1,075 

1,174 

1,M7 

1,183 

1,175 

3,002 

1,124 

965 

1,130 

1,106 

1,149 

1,149 

085 

1,183 

1,036 

1,161 

*'12 

1,177 

1,148 

197 

1,218 

1,164 

1,212 

1,187 

1,249 

1,418 

2,104 

1,209 

1,111 

1,220 

1,229 

1,219 

1,326 

1,002 

1,377 

1,311 

1,369 

l,3g 

1,375 

1,563 

3,057 

1,181 

1,108 

1,187 

1,177 

1,191 

1,261 

621 

1,318 

1,230 

1,296 

1,306 

1,291 

1,449 

209 

1,516 

1,444 

1,488 

1,486 

1,480 

1,776 

383 

824 

742 

897 

928 

833 

636 

10,154 

1.147 

1,065 

1,151 

1,134 

1,163 

1.179 

2,334 

1,238 

1,266 

1,227 

1  232 

1,224 

*'?£! 

451 

1,116 

878 

1,128 

1,135 

1,116 

1,080 

600 

1.234 

1,154 

1,240 

1,290 

1,199 

1,335 

194 

1,046 

888 

1,084 

1,063 

1,106 

^'^H 

193 

1,153 

1,057 

1,112 

1,146 

1,182 

60O 

1,328 

1,167 

1.154 

1,165 

1,084 

1.196 

i,2n 

1,828 

1,283 

1,211 

1,273 

1.233 

1,287 

}'S^ 

589 

1,680 

1.605 

1,667 

1,673 

1,663 

1.915 

543 

1,230  1 

1,110 

1,235 

1.258 

1,193  1 

1,300 
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Classes  airaDgftl  by  series. 


Jmiior  esammer 

Sfiuor  examiner 

1  Dder  time  and  pay-it^l  clerk . 
Junior  time  and  pay-roll  clerk . 
Snior  time  and  pa  V-roll  clerk . 

Junior  personnel  clerk 

5oi  jor  penonnel  clerk 

I'lnior  statu^ical  clerk 

Senior  nati^ical  clerk 

Principal  statistical  clerk 

Cird  panch  operator 

VerhftDical  tabalation  coder. . . 

rndir  supplies  clerk 

Junior  sappliee:  clerk 

^^enior  soppHes  derk 

Junior  poblicat  ions  distributor 

RUhac  machine  operator 

("alctthting  macbtne  operator. . 

Vimeogiaph  operator 

Multigraph  operator 

.iddreas  plate  cutter 

Iddress  plate  Terlfier 

Addms  plate  file  clerk 


A  verace  salary  (exclrsive  of  bonus)  of  employee?  in  the 
speculed  classes  Apr.  30, 1919.  ( Preliminary  tabula- 
tion.) 


Number; 
of  em- 
ploy-   j 

ees.     ' 


A 11  es- 
tablish- 
ments. 


___ 

) 

(2) 

521 

S1.49R 

398 

1.5K4 

242 

1,082 

251 

1. 2:10 

44 

i.mn 

223 

1.233 

152 

1.503 

618 

1,115 

508 

1,28^^ 

344 

1.023 

259 

1,018 

139 

1,088 

114 

809 

443 

1,147 

m 

1.430 

129 

1.013 

80 

1,137 

260 

I.IM 

104 

910 

109 

1,037 

161 

895 

114 

1,04S 

120 

978 

Reoeivinc  bonrs  i  nder  law  Mar.  1, 
1919. 


Nonwar 

ex- 
panded 
estab- 
lish- 
ments. 


(3) 


>Var  expanded  establish- 
ments. 


SI.  264 

1,440 

1,021 

1,222 

1,A22 

1,208 

1.  .)04 

1,04H 

1.270 

1,500 

922 

913 

836 

1,100 

1,409 

975 

1,101 

1,110 

814 

944 

796 

900 

1,009 


Total. 


(4) 


SI.  545 
1.839 
1,064 
1,232 
1.581 
1.245 
1.506 
1,161 
1,285 
1,611 
1.052 
I.IOO 

794 
1,171 
1,443 
1,080 
1,138] 
1, 180 

9S2  • 
1.061 

900  ' 

i.aw : 

971 

I 


Treas- 
ury. 


(5) 


S1,V>4 
1,501 

986 
1.240 
1,623 
1.249 
1.541 
1,0JI7 
1,340 
1,586 
l,a34 
1,109 

804 
1,136 
1,496 
1.110 
1.122 
1.190 

936 
1.183 

900 
1,050 

965 


Other 
than 

Trees- 
urv. 


(6) 


S1,42K 
1,793 
1,145 
1,22:^ 
1,547 
1,240 
1,487 
1.18  J 
1.273 
1,610 
1,129 
1,065 

78.5 
1.183 
1,444 
1,077 
1.200 
1.182 

955 
1.0:^2 

900 


War 
oneani- 
satlons 
not  re- 
oei\ing 
bonus. 


(7) 


S!.4llO 
1.900 
1.020 
1,250 
1.800 
1.250 
1.460 
1.180 
1,377 
1.913 
1,110 
1.300 
820 
I.ITO 
1.450 
1,050 

"i.'228 

793 

1.096 

900 


1,125 


1.200 


Increase  in  Inequalities  as  a  Result  of  the  Present  Bonus  System 

Fourth  finding. — The  commission  finds  that  the  bonus  act  for 
the  fiscal  year  ending  June  30, 1920,  tends  in  many  cases  to  in- 
crease the  inequality  in  salary  and  wage  rates  for  positions  in 
the  same  class. 

A  single  instance  of  the  effect  of  tlie  present  bonus  act  that  was 
particularly  noted  in  considering  salaries  was  that  of  the  under 
typist.  It  is  rather  interesting  to  take  the  averages  for  this  class 
and  to  add  to  them  the  amount  of  the  bonus  as  paid  under  the  cur- 
ivnt  law,  that  of  March  1,  1919,  using  $190  as  the  bonus  for  the 
Treasury  Depai-tment — a  weighted  figure  which  gives  recognition 
to  the  fact  that  the  employees  of  the  Bureau  of  War  Risk  Insurance 
in  that  department  get  a  bonus  of  only  $120.  The  results  are  pre- 
J^nted  in  the  following  tabular  statement,  in  contrast  with  the  basic 
averages.  Tlie  number  of  under  typists  included  in  the  averages  is 
3,062. 
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Kind  of  or^nization. 


Total ,.... 

In  nonwar-oxpauded  orKauization  pej'iug  bonus 
In  war-expanaed  organisation  paying' bonus 

TreaHury .* 

In  other  than  Treasury 

In  war-oxpandvd  organization  not  paying  bonus 


Average  salary  of 


nary 


Exclu- 
sive of 
boniu. 


$lim 


985 
1,130 
1,106 
1,149 
1,149 


Including 
bonus  ac- 
cording 
to  law  of 
Mar.  1, 
1919. 


(1,334 


1,225 
1,S47 
1,296 
1,389 
1,149 


In  the  war-expanded  organizations  which  do  not  pay  a  bonus 
and  in  the  war-expanded  organizations  that  pay  a  bonus  of  $240  the 
average  basic  salary  for  under  typists,  exclusive  of  bonus,  is  pre- 
cisely the  same,  namely,  $1,149.  The  bonus  law,  in  this  instance^ 
introduced  a  variation  of  $240,  which  may  or  may  not  have  been 
overcome  by  increases  in  salaries  from  lump-sum  appropriations. 
In  the  nonwar-expanded  organizations  the  average  pay  of  under 
typists  was  increased  from  approximately  $985  to  approximately 
$1,225  by  the  bonus,  so  that  they  are  better  off  than  the  under  typists 
in  the  new  war  offices  not  getting  the  bonus,  but  they  were  not  put  on 
a  plane  of  equality  with  the  employees  in  the  war-expanded  organi- 
zations that  received  the  bonus. 

Comparison  between  the  employees  of  the  Bureau  of  War  Risk 
Insurance  and  the  "  war  workers  "  in  the  War  Department  shows  that 
the  bonus  introduced  a  further  variation.  The  statistical  evidence 
tends  to  indicate  that  the  War  Department  paid  higher  basic  salaries 
than  the  Bureau  of  War  Risk  Insurance  for  the  same  work  in  many 
large  clerical  classes.  The  difference  was  commonly  about  $100.  Giv- 
ing a  $120  bonus  to  the  employees  of  the  Bureau  of  War  Risk  Insur- 
ance and  a  $240  bonus  to  the  employees  of  the  War  Department  in- 
creased the  common  variation  to  $220.  The  use  of  the  bonus  did  not 
correct  the  difference  in  pay  between  old  and  new  employees. 

Inequity  in  Rates  in  Relati<m  to  Increases  in  the  Cost  of  Living 

Fifth  finding, — The  Commission  finds  that  rates  of  compensation 
in  the  Government  service  as  a  whole  have  not  increased  as 
rapidly  as  has  the  cost  of  living. 

Government  salaries  have  not  kept  pace  with  the  increase  in 
the  cost  of  living.  This  fact  has  been  emphasized  by  practically 
every  group  of  employees  who  have  appeared  before  the  Commis- 
sion.   The  best  available  data  to  give  a  general  picture  of  what  has 
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happened  in  this  respect  are  the  figures  regarding  the  number  of  em- 
ployees in  the  different  departments  and  independent  establishments 
in  the  District  of  Columbia  and  the  aggregate  amount  of  their 
compensation,  as  given  in  the  Official  Register  of  the  United  States 
biennially  since  1898.  From  these  figures  average  salaries  may  be 
computed  for  the  odd  years  from  1893  to  1919,  and  these  averages 
may  then  be  reduced  to  an  index  number  to  show  salary  movement, 
or  in  other  words  they  may  be  expressed  in  terms  of  ratios  to  the" 
average  salary  in  the  year  chosen  as  the  base  year.  Such  an  index 
number  for  Government  salaries  in  the  District  of  Columbia  mav  be 
directly  compared  with  an  index  number  derived  from  the  reports  of 
the  United  States  Bureau  of  Labor  Statistics  to  show  the  general  move- 
ment of  retail  prices.  The  prices  in  the  year  chosen  as  the  base  year 
are  taken  as  100  and  the  prices  in  other  years  are  expressed  as  a 
ratio  to  the  figure  for  the  base  year.  The  index  numbers  for  salaries 
may  be  divided  by  the  index  number  for  retail  prices  and  thus  will 
be  secured  an  index  of  purchasing  power,  just  as  the  amount  of 
money  on  hand  may  be  divided  by  the  price  to  determine  the  number 
of  units  that  may  be  purchased.  Statistics  of  this  type  were  com- 
piled by  the  Commission  to  serve  as  a  broad  general  indication  of 
what  has  happened  to  the  purchasing  power  of  the  average  Govern- 
ment salary.  The  year  1898,  the  earliest  year  was  used  as  the  base 
year.  It  was  the  year  before  the  panic  had  brought  down  prices  to 
low  levels. 

The  average  annual  salary  of  the  Government  employees  in  the 
District  of  Columbia,  according  to  the  figures  thus  derived,  was 
$1,096  in  1898.  In  1919  it  was  $1,321,  to  which  an  allowance  to  cover 
the  bonus  must  be  added.  Investigation  indicates  that  $215  is  a  fair 
amount  to  allow  for  the  bonus.  If  the  bonus  be  included  the  increase 
in  the  average  salary  amounts  to  approximately  40  per  cent,  whereas 
the  increase  in  the  cost  of  living  in  the  same  period  was  159  per 
cent  The  $1,586  salary  of  to-day  will  purchase  only  54  per  cent  of 
the  quantity  of  goods  that  could  be  bought  with  the  $1,096  salary  of 
1893.  If  the  attempt  should  be  made  to  restore  the  purchasing 
power  of  the  average  salary  of  1893,  the  average  salary  of  to-day 
would  have  to  be  about  $2,800. 

Many  of  the  older  Government  employees  will  be  inclined  to 
question  the  figures  which  show  an  increase  in  the  average  basic 
salary  from  $1,184  in  1917  to  $1,321,  exclusive  of  bonus,  in  1919. 
They  will  know  that  they  have  had  no  salary  adjustment  other  than 
that  provided  by  the  bonus.  The  answer  lies  in  the  fact  that  some  of 
the  employees  of  the  old  organizations  expanded  by  the  war  and  in 
general  the  employees  of  the  new  war  organizations  have  received 
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salaries  substantially  higher  than  those  prevailing  in  the  old  organiz> 
ations.  Many  employees  of  the  Navy  Department,  represented  in  the 
figures  given  in  the  Official  Register,  were  benefited  by  special  awards. 
These  factors  had  little  if  any  effect  on  the  salaries  in  such  organiza- 
tions as  the  Post  Office  Department  and  the  Department  of  the 
Interior. 

In  the  Post  Office  Department  the  average  basic  salary  of  July 
1, 1919,  was  $1,171,  or  $30  less  than  on  Jidy  1, 1893.  If  the  bonus  be 
added,  the  net  increase  in  1919  as  compared  with  1893  was  $210,  or 
less  than  20  per  cent.  In  the  Department  of  the  Interior  the  average 
annual  salary  was  $1,175,  and  in  1919  $1,265  exclusive  of  bonus  and 
$1,505  including  bonus. 

The  figui-es  upon  which  these  statements  are  based  ai*e  presented 
in  the  following  tables : 

Ooverivmcnt  employees  in  the  D'tHtrict  of  Columhifi,  an  reported  in  the  O^eial 

Register. 


Year. 


Total     Aggregate  annual 
number.  pay  roll. 


Actual 
annual 
salarv. 


Index 

af^tual 
salary. 


1919. 
1917. 
1915. 
1913. 
1911. 
1909. 
1907. 
1906. 
1903. 
1901. 
1^)99. 
1897. 
1895. 
1893. 


91,791 
45,706 
38,571 
36,789 
36,975 
30,76S 
28.947 
25,481 
23,757 
23.160 
19,446 
16. 182 
13,615 
14,919 


Sni,300. 
54.095. 
44,0^. 
41,139, 
41.011, 
33, 993, 
31.541, 
27, 145, 
25,345, 
24,094, 
19,6?8. 
17,370, 
15,166, 
16.34S, 


594.00 

053.00 

660.00 

823.00 

007.00 

173.00 

225.00 

709.51 

576. 74 

168.49 

503. 

451. 

009.90 

429.10 


,72 
51 


^1.536.00 
1,184.00 
1,141.00 
1,134.00 
1,109.00 
1,105.00 
1,090.00 
1,065.00 
1.067.00 
1,040.00 
1.009.00 
1,073.00 
1,114.00  , 
1,096.00  I 


140  I 
108 
IW 
103  , 
101  ' 
1(X) 

99 

97 

97 

95 

9? 

9K 
101 
100  ! 


Index 

Index  of 

number 

purcha.- 

ofreUil 

ing 

pri'-es.i 

iwwer. 

259 

54 

?06 

52 

142 

7» 

141 

73 

130 

7S 

125 

<W 

115 

>*« 

107 

91 

106 

92 

101 

VM 

96 

<W 

9-2 

lo: 

94 

93 

lOftl 

ino 

1  Derived  from  Index  numbers  reported  by  I'nlted  States  Bureau  of  Labor  Statistics, 
s  Includes  Sl,321  ''ba.Hic"  salary  and  $215  estimates!  average  l)onu». 


Department  or  independent 
establishment. 


All  offices  reported 

Post  Office  Department. 
Interior  Department 

All  offices  reported 

Post  Office  Department. 
Interiw  Department 


Avenge  annual  salary  of  Cfovemment  employees  in  the  District  of  Co- 
lumbia as  derived  from  figures  in  the  Official  Register  on  July  1  in  the 
year— 


1907 


Sl,090 
1,142 
1,112 


1898 

1805 

1897 

1899 

1901 

$1,040 
1.149 
1,053 

1903 

SI, 096 
1,206 
1,175 

$1,114 
1,198 
1.249 

$1,073 
1,191 
1.233 

$1,009 
1,118 
1.106 

$1,067 
1,147 
1.258 

1909 


$1,105 
1,127 
1,157 


1915 


$1,141 
1,199 
1,127 


19r 


$1,184 
1,188 
1,147 


1905 


$1,065 
1,187 
1.250 


1919 


I  $1,536 
11.416 
U,505 


I  Includes  estimated  average  bonus  fn  "all  offices  reported  "  of  $215  und  estimated  average  bonus  of  S240 
in  Post  Office  Department  and  Department  of  the  Interior. 
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YaiiatkMi  in  Recent  Increases  in  Rates  as  Between  Classes  and 
Departments 

Sutth  finding. — The  Commission  finds  that  the  amoimts 
of  recent  increases  in  rates  of  pay  in  the  Government  service 
have  varied  greatly  (a)  as  between  classes  of  employment,  and 
(6)  as  between  departments. 

Analysis  of  recent  increases  in  rates  of  pay  of  employees  in  the 
Oovemment  service  in  the  District  of  Columbia  shows  that  increases 
have  varied  greatly  as  between  different  classes  of  employment. 
Congress  by  special  act  has  increased  the  rates  of  compensation  in 
certain  lines  of  work  and  in  one  instance  a  substantial  increase  has 
been  given  by  administrative  action.  Such  increases  result  because 
of  conditions  peculiar  to  the  group  affected.  For  example,  certain 
lines  of  employment  are  more  sensitive  to  outside  market  conditions 
than  those  followed  by  the  great  body  of  Government  employees. 

The  compositors,  pressmen,  and  bookbinders  in  the  printing  trades 
and  the  policemen  and  firemen  in  the  municipal  service  have  been 
given  increases  by  acts  of  Congress,  while  the  salaries  of  certain 
^nployees,  particularly  in  the  engineering  service  in  the  Navy  De- 
partment, have  been  raised  by  the  "  Henry  award,"  an  adaptation  of 
the  "  Macv  award." 

The  compositors  and  other  journeymen  trades  in  the  printing 
industry  have  been  increased  since  1917  from  50  cents  per  hour  to 
practically  85  cents  per  hour,  or  70  per  cent,  probably  because  their 
work  is  so  well  standardized  as  to  be  readily  comparable  with  similar 
work  in  outside  business  establishments  with  a  definitely  determined 
market  rate  and  also  because  through  organization  they  have  been 
able  to  present  their  case  on  wages  and  employment  conditions. 
By  recent  legislation  the  employees  in  the  police  and  fire  services 
have  been  granted  increases  ranging  from  47  to  58  per  cent  over 
base  pay.  The  increase  of  70  per  cent  in  some  cases  and  from  47 
to  58  per  cent  in  others  should  be  contrasted  with  the  30  per  cent 
increase,  in  the  average  annual  salary  including  bonus,  given  to  all 
employees  in  the  Government  service  in  the  District  of  Columbia 
since  1917,  based  on  the  figures  of  the  Official  Register  as  shown  in 
the  tabular  statement  above. 

In  certain  bureaus  of  the  Navy  Department  there  have  been  in- 
i^reases  among  the  draftsmen  by  the  so-called  "  Henry  award,"  be- 
cause of  the  connection  of  this  line  of  employment  with  the  ship- 
building industry.  A  table  showing  the  rates  of  pay  for  employees 
in  certain  classes  of  positions  as  defined  on  the  basis  of  duties  and 
qualifications  by  this  Commission,  by  departments,  is  here  presented. 
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Average  annual  rate  of  pay,  including  S120  bonus,  for  specified  classes,  by 

departments,  Apr.  30, 1919. 

Class. 

ATer- 
aeafor 
au  bu- 
reaus. 

Navy.i 

Tites- 
ury. 

War. 

In- 
terior. 

»,530 
1,920 

■■i,"853' 

Agri- 
culture. 

Com- 
merop. 

Inter- 
state 
Com- 
merce 
Com- 
mission. 

Other 

bu- 

roaii$. 

Arohitaotural  draftsman 

Senior  architectural  drafts- 
mftTi .  _ . 

»,739 

2,238 
2,191 
2,846 
1,977 

1,429 
1,001 

S2,U0 

2»486 
2,380 
3,U» 
2,337 

1,477 
1,923 

n,64D 

2,078 
1,949 
3,420 
2,3S3 

1,672 

$1,680 

2,180 
2,100 
2,629 
3,230 

1,418 
1,663 

»,610 

3,175 
2,175 
3,220 

Sl,320 

* 1,560* 
2,370 
1,667 

1,473 
1,608 

»,688 

2,170 
1,724 

*"i,'827" 

fl,d6S 

2,41fi 
2.120 
2,520 

1,281 

Assistant  structural  engineer . 
Associate  structural  engineer . 
Assistant  electrical  Anrineer 
Mechanical  engineer  drafts- 
man  

Junior  mechanical  engineer . . 

1,680 

1,591 

I  Navy  did  not  receive  the  bonus  for  these  classes  on  account  of  the  "  Henry  award." 

Examination  of  the  above  table  shows  to  what  extent  the  em- 
ployees of  the  Navy  Department  have  been  benefited  by  the  special 
demand  in  a  related  field — shipbuilding — and  a  higher  market  rate^ 
while  the  draftsmen  in  other  departments  doing  work  requiring 
similar  duties  and  qualifications  receive  much  less  pay  because  they 
were  not  so  favored  in  their  connection  with  the  outside  market. 

Inequalities  and  a  lack  of  equitable  relationship  between  the 
different  kinds  of  work  thus  are  permitted  to  grow  up  in  the  absence 
of  a  uniform  basis  for  the  fixing  of  equitable  rates  of  pay  in  the 
Government  service. 

Lack  of  Standardization  in  Present  Titles  of  Positions 

Seventh  finding. — That  the  Government  has  no  standard 
to  guide  it  in  fixing  the  paj^  of  its  employees  and  no  working: 
plan  for  relating  Sie  salaries  appropriated  to  the  character 
and  importance  of  the  work  for  whicn  such  salaries  are  to  be 
paid,  and  that  the  designations  of  positions  now  appearing  in 
the  book  of  estimates  are  inaccurate  and  misleading. 

As  an  employer  the  Government  of  the  United  States  has  not 
hitherto  established,  by  law  or  otherwise,  a  standard  for  paying  its 
employees  uniformly  according  to  the  duties,  responsibilities,  and 
qualifications  involved  in  their  respective  positions.  The  rates  of 
compensation  of  some  positions  are  fixed  by  general  statute,  in 
other  cases  by  the  annual  appropriation  acts,  and  in  still  other  cases 
bv  individual  executive  or  administrative  action.  The  rates  of  com- 
pensation  thus  fixed  pertain  to  positions  with  specified  titles  but 
undefined  as  to  duties,  degree  of  responsibility,  or  required  quali- 
fications. 

Legislation  enacted  in  1864  and  still  in  force,  section  163  of  the 
Sevised  Statutes,  provides  that  "  the  clerks  in  the  departments  shall 
be  arranged  in  four  classes,  distinguished  as  the  first,  second,  third, 
and  fourth  classes,''  and  section  167  prescribes  the  annual  salaries 
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as  follows :  ^^  Clerks  of  the  first  class,  $1,200 ;  clerks  of  the  second  class, 
$1,400;  clerks  of  the  third  class,  $1,800;  and  clerks  of  the  fourth 
class,  $1,800."  But  the  duties  which  must  be  performed  by  an  em- 
ployee to  entitle  him  to  the  pay  of  any  one  of  these  classes  have  never 
been  defined. 

An  examination  of  the  questionnaires  of  1,283  employees  whose 
salaries  are  appropriated  for  under  the  title  of  "  Clerk,  class  1 " 
showed  that  they  are  filling  positions  that  call  for  the  performance 
of  97  varieties  of  duties.  A  similar  study  of  the  questionnaires  of 
3507  "  Clerks,  class  $1,200,"  brought  out  the  fact  that  they  are  i>rop- 
eriy  classifiable  in  77  of  the  classes  proposed  in  this  report.  This 
analysis^  carried  further,  revealed  the  same  conditions  throughout 
the  whole  range  of  present  clerk  classes. 

Tliat  the  appropriation  titles,  pay-roll  titles,  or  common  titles  gen- 
erally are  by  no  means  descriptive  of  the  duties  of  employees  has 
been  brou^t  vividly  before  the  commission  by  the  detailed  examina- 
tion of  the  questionnaires  giving  data  regarding  rate  of  compensa- 
tion, duties,  etc.,  for  each  position  studied.  Two  fairly  typical  illus- 
trations of  the  variations  in  pay-roll  titles  for  a  given  definite  occu- 
pation or  kind  of  work  (referred  to  in  this  report  as  a  "  class  ")  are 
liere  presented  to  give  some  idea  of  the  wide  divergence. 

Employees  termed  ^'  Senior  file  and  record  clerks  "  in  the  classifi- 
cation according  to  the  duties  actually  performed  have  been  selected 
for  the  first  illustration.  This  class  embraces  2,400  employees.  While 
many  of  them  were  described  as  clerks  of  the  four  classes  and  some 
as  "  clerk  class  $1,000,"  "  clerk  class  $1,100,"  "  clerk  class  $1,800,"  and 
some  simply  clerks,  the  positions  of  others  were  described  by  many 
different  titles,  105  being  the  total  number  of  different  titles  now  in 
use  for  this  class.  In  the  words  of  the  classification  the  duties  and 
qualifications  of  a  "  Senior  file  and  record  clerk  "  are  as  follows : 

Duties: 

Under  general  supervision,  to  exerciBt"  independent  Judgment  in  assorting, 
classifying,  arranging,  and  filing  papers,  cards,  cross-reference  stieets,  boolcs, 
;;ample8,  or  other  office  records;  to  extract  papers  or  folders  from  files  for 
Information  or  for  precedent  purposes,  or  to  make  notations  thereon;  to 
read,  brief,  and  index  papers  and  search  the  files  for  required  information ;  to 
have  charge  of  or  to  operate  a  tally  card  or  follow-up  file;  In  some  cases,  to 
review  the  work  of  other  file  clerks ;  and  to  perform  related  work  as  required. 

CommoQ  quaUfications : 

Training  equivalent  to  that  represented  hy  graduation  from  high  school  and 
by  not  less  than  one  year's  work  in  a  recognized  fiUng  or  library  school; 
abQity  to  instruct  others  and  supervise  their  work;  and  preferably  knowledge 
of  typewriting. 

Special  qualifications: 

For  eflfCh  class  in  the  group,  famUiarity  with  the  classification  of  the  subject 
matter  and  the  method  of  filing  in  the  office  where  the  work  is  performed,  as 
indicated  by  the  title  of  that  class. 
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The  pay-roll  titles  now  in  use  for  employees  whose  actual  duties 
class  them  under  the  title  *'  Senior  file  and  record  clerk  "  were  found 
to  be  as  follows : 


Apprentice  graphotyx>e  operator. 

Assorter. 

Assistant  supervisor. 

Administrative  clerk. 

Addressograph  operator. 

Assistant  graphotype  supervisor. 

Awarder. 

Addressograph  proof  reader. 

Addressograph  operator. 

Adjuster. 

Assistant  file  clerk. 

Auditing  clerk. 

Assistant  file  and  mail  clerk. 

Assistant  statistician. 

Assistant  manager. 

Assistant  chief. 

Address  correspondent. 

Auditor. 

Assistant  in  document  section. 

Buss  painter. 

Bookkeeper. 

Clerk. 

Clerk,  class  1. 

Clerk,  class  2. 

Clerk,  class  3. 

Clerk,  class  4. 

Clerk,  class  $1,000. 

Clerk,  class  $1,100. 

Clerk,  class  $1,300. 

Clerk,  typist 

Correspondence  clerk, 

Underclerk. 

Verifler. 

Correspondent. 

Clerk — stenographer  and  typist 

Chief  of  incoming  mails  and  files. 

Clerk,  general  dutiea 

Coder. 

Code  clerk. 

Chief  file  clerk. 

Copyist. 

Card  puncher. 

Clerk  statistician. 

Dictator. 

Duplicator  clerk. 

Editor. 

Examiner. 

Expert  (clerk). 


Editorial  clerk. 

Filer. 

Filer  and  searcher. 

File  clerk. 

Form-letter  supervisor. 

File  supervisor. 

First  checker. 

File  assistant 

Freight-rate  clerk. 

Group  head. 

Group  head,  supervisor. 

Index  and  catalogue  clerk. 

Index  clerk. 

Indexer. 

Italian  verifier. 

Junior  clerlL 

Library  assistant. 

Mull  clerk. 

Minor  clerk. 

Telegrapher. 

Unit  supervisor. 

Mail  messenger. 

Mail  examiner. 

Mail  reader  and  distributor. 

Planning  and  recording  clerk. 

Principal  file  clerk. 

Production  expert. 

Project  clerk. 

Reawarder. 

Reviewer. 

Route  clerk. 

Reviser. 

Rate  clerk. 

Recording  clerk. 

Seacclier. 

Special  detail  clerk. 

Special  searcher. 

Special  expert. 

Sorter. 

Stenographer. 

Stenographer-typist. 

Supervisor. 

Skilled  laborer. 

Special  agent 

Substitute  supervisor. 

Special  employee. 

Secretary. 

Statistician. 
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Subreviser.  Trouble  chaser. 

Title  writer  and  index  supervisor.  Telephone  supervisor. 

Time  clerk.  Typist,  reader,  and  file  cleric. 

Timekeeper.  Telephone  operator. 

Tjpist. 

Examination  of  the  above  list  of  titles  for  a  single  '^  character  of 
eniplojment ''  shows  /that  they  are  based  upon  no  common  plan. 
Moreover,  the  titles  themselves  indicate  in  a  striking  way  that  the 
plan  of  basing  rates  of  compensation  upon  the  appropriation  titles 
of  positions  and  without,  regard  to  duties  results  in  great  inequali- 
ties in  the  rates  paid  for  the  same  work  in  the  Government  service. 
We  find  clerks,  class  1,  at  $1^00;  clerks,  class  2,  at  $1,400;  clerks, 
class  3,  at  $1,600;  clerks,  class  4,  at  $1,800,  all  performing  the  work 
of  a  position  requiring  the  same  duties  and  qualifications  and  carry- 
ing with  it  the  same  degree  of  responsibility. 

Junior  examiners  have  been  selected  as  a  second  illustration.  In 
this  class  some  500  employees  are  described  at  present  by  48  dif- 
ferent pay-roll  titles.  The  duties  and  qualifications  of  a  junior 
examiner  in  the  terms  of  the  classification  are : 

Duties: 

Under  supervision,  to  make  tentative  findings  upon  claims  of  simple  char- 
acter involving  office  rules  and  regulations,  or  to  pass  upon  features  of  more 
complex  claims;  to  assemble  evidence,  data,  and  reports;  to  check  routine 
periodical  reports  of  local  offices;  to  conduct  correspondence  incidental  to  the 
foregoing;  and  to  perform  related  work  as  required. 

Examples:  Examining  passports  to  see  if  correct  in  form;  examining  appU- 
mtions  for  issuance  of  duplicate  money  orders ;  approving  bonds  of  letter  car- 
riers and  clerks;  making  primary  adjustments  of  awards  to  soldiers  and 
filers  under  War  Risk  Insurance  Acts;  making  abstracts  of  inspectors'  re- 
ports, Interstate  Ck)mmerce  Commission;  determining  specific  penalties,  In- 
ternal Revenue  Service;  making  initial  examination  of  applications  for  copy- 
right; examining  survey  plats  and  tract  books;  adjudicating  claims  of  simple 
character. 

Common  qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
and  not  less  than  one  year*s  experience  as  an  Under  Examiner  or  experience 
considered  equivalent 

Special  qualifications: 

For  each  class  in  the  group,  familiarity  with  the  activities  of  the  department 
or  bureau  where  the  work. is  performed*  as  indicated  by  the  title  of  that  class. 

The  pay-roll  titles  for  employees  whose  duties  call  for  their 
classification  under  the  title  of  Junior  Examiner  were  found  to  be 
as  follows : 

Clerk,  class  1.  Administnitlve  clerk. 

Herk.  dnss  2.  Claims  examiner, 

^'lerk,  class  3.  Special  expert. 

Oerk.  class  4.  Elxaminer. 

Tj-pist.  Field  examiner. 
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:Stati8tical  clerk.  Examiner  and  reviewer. 

Correspondence  clerk.  Steno^apher. 
^Examiner  of  transportation  and  travel     Kea warder. 

expense.  Siil)supervlsor. 

Attorney.  Junior  claims  examiner. 

Insurance  expert.  Editorial  clerk. 

Unit  supervisor.  Awanler. 

Assistant  in  Insurance  section.  (/Oi-respondence  clerk. 

State  supervisor.  (Correspondence  supervisor. 

I^w  clerk.  Copyist. 

Typist.  Reader, 

<Merk.  Auditor. 

<;roup  head.  S[»eclal  t»xainliier. 

i=Nur»ervi8or.  Instructor. 

Assistant  supervisor.  Duplicate  adjuster  and  reviewer 

Secretary.  Junior  clerk. 
Clerk    (qualified  in  business  adminis-     Skilled  laborer. 

tratlon).  File  clerk. 

Reviewer.  Special  clerk. 

Index  and  catalo^ie  clerk.  Instructor  examiner. 

Exami)le.s  of  many  different  pay-roll  titles  embraced  under  a  sin- 
gle class  title  are  not  limited  to  the  services  invohdng  filing  and  ex- 
amining work.  Thoy  are  found  in  nearly  all  of  the  services.  Under 
the  title  "  Junior  civil  engineer  "  as  the  correct  occupational  designa- 
tion, were  found  positions  carrying  33  different  pay-roll  titles  some 
of  which  were :  "  Clerk,  Class  III,"  "  Chief  draftsman,"  "  Valve- 
man,"  "  Assistant  classifier,"  and  "  Skilled  laborer." 

In  the  class  of  positions,  properly  designated  as  "  Associate  cadas- 
tral engineer  "  involving  knowledge  of  United  States  laws  and  regu- 
lations governing  public  land  patents  as  well  as  engineering,  were 
found  several  employees  whose  positions  now  carry  the  following 
pay-roll  titles:  " Clerk,"  " Clerk,  Class  III,"  " Clerk,  Class  IV,"  and 
"  TTnited  States  surveyor  on  special  detail."  Among  those  correctly 
classed  as  "Carpenter"  were  found  some  400  employees  having  at 
present  29  different  pay-roll  titles.  These  included  "Mechanic," 
"  Mechanician,"  "  Night  guard,"  "  Orderly,"  and  "  Clerk,  Class  1200." 

Examination  of  these  lists  of  titles  for  positions  involving  the 
same  "  character  of  employment "  shows  that  they  are  meaningless. 
They  indicate  that  to  base  rates  of  compensation  upon  the  appropria- 
tion titles  of  positions  and  without  regard  to  duties  will  inevitably 
result  in  great  inequalities  in  the  rates  paid  for  the  same  work,  and 
that  the  use  of  this  confused  title  scheme  has  been  largely  responsi- 
ble for  the  existing  lack  of  uniformity  in  pay  for  like  work. 

On  lump-sum  pay  rolls,  the  titles  are  of  several  different  types. 
Often  they  indicate  the  position  of  the  employee  in  his  immediate 
organization.     Examples  of  such  titles  are  "Assistant  supei"visor," 
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-Administrative  clerk,"  ^^ Assistant  chief,"  "  Group  head,"  and  "  Unit 
supervisor.**  If  one  is  possessed  of  detailed  information  regarding 
the  organization  concerned  and  if  it  has  adopted  a  standard  termi- 
nology then  titles  may  be  indicative  of  the  rank  of  the  respective 
employees.    They  are  not  descriptive  of  the  duties. 

Another  type  of  title  is  apparently  based  on  the  qualifications 
which  were  possessed  by  the  employee  on  entrance  into  the  service 
and  upon  which  he  qualified  in  the  Civil  Service  tests.  Among  such 
titles  are  "Apprentice  graphotype  operator,"  "Addressograph  oper- 
ator," "Clerk-stenographer  and  typewriter,"  "Clerk,  statistician," 
"Card  puncher,"  "Minor  clerk,"  "Skilled  laborer,"  and  "Teleg- 
rapher." That  these  titles  are  used  for  clerks  actually  engaged  in 
filing  probably  reflects  the  frequent  practice  of  assigning  employees 
to  duties  without  much  reference  to  the  examinations  under  which 
thev  entei-ed  the  service. 

Because  of  the  practice  of  basing  rates  of  compensation  upon  title 
of  position  only,  it  is  not  an  uncommon  occurence  to  change  the  title 
of  a  position  without  change  of  duties  so  as  to  increase  the  salary 
of  the  incumbent. 

The  facts  abundantly  prove  the  contention  that  the  present  titles, 
despite  their  great  number  and  variety  are  of  almost  no  value  to  the 
Congress  and  its  committees  for  identifying  the  nature  of  the  work 
actually  performed.  It  is  apparent  that  the  present  appropriation, 
pay  roll,  and  conunon  titles  of  positions  can  not  serve  as  a  basis  for 
a  system  of  uniform  and  equitable  pay  for  the  same  "  character  of 
employment "  and  that  Congress  has  had  no  other  standard. 

Excessive  Number  of  Titles  in  Estimates  for  Appropriations 

Eighth  -finding. — The  Commission  finds  that  there  is  a  large 
number  of  unnecessary  titles  of  positions  contained  in  the 
Book  of  Estimates  upon  which  appropriations  are  based,  due 
to  lack  of  definition  of  duties  of  positions,  that  this  is  a  factor 
in  causing  lack  of  uniformity  in  rates  of  pay,  and  that  the 
number  of  titles  can  be  materiallv  reduced. 

By  the  standardization  of  titles  the  Commission  has  been  able  to 
make  a  i-eduction  of  304  in  the  number  of  titles  of  positions  now 
appearing  in  appropriation  lists.  It  is  believed  that  a  still  greater 
reduction  in  the  number  of  titles  can  be  effected  througli  reorgani- 
zation of  departments,  which  would  result  in  the  abolishing  of  un- 
necessary positions. 

The  Book  of  Estimates  for  1920-21  submitted  to  the  Congi-ess  con- 
tains .2,966  ^  different  titles  for  positions  in  the  Washington  service. 

^Of  this  number  583  are  Incloded  In  ettimates  for  statutory  appropriations  proper, 
«iK)  1,483  are  set  forth  as  detail  In  snpporting  sctaedales  for  lump-sum  appropriations. 
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The  Commission,  on  the  other  hand,  in  its  exhaustive  investigation  of 
the  107,000  positions  which  it  has  studied,  found  that  1,762  class 
titles  were  sufficient.  The  classification  submitted  therefore  makes 
a  net  reduction  of  304  titles  from  the  list  of  2,066  undefined  titles 
contained  in  the  Book  of  Estimates. 

The  net  i*eduction  in  the  number  of  titles  does  not  indicate  the  num- 
ber of  nondescriptive  and  misleading  titles  of  positions  in  present 
usage  and  contained  in  the  Book  of  Estimates  which  are  eliminated 
and  for  which  the  classification  substitutes  descriptive  occupational 
designations — "  class  titles."  In  order  properly  to  classify  positions 
in  the  Washington  service  many  different  classes  of  positions  now 
often  referred  to  in  appropriation  bills  by  a  single  genei*al  title 
such  as  "  Clerk  "  and  "  Laborer  "  have  been  set  up  in  the  improved 
classification  as  different  classes  under  new  titles  on  the  ba^is  of 
duties,  qualifications,  and  degree  of  responsibility. 

Attention  is  dire(!ted  in  this  connection  to  the  arranging  of  the 
1,762  classes  into  which  the  107,000  positions  in  the  Washington 
service  ha^e  been  classified  into  376  series.  Each  of  these  sericvs 
includes  on  the  average  four  classes  of  positions  involving  a  single 
general  kind  of  work — i.  e.,  vocation,  profession,  or  craft— arranged 
from  the  lowest  to  the  highest  as,  for  example,  in  the  mail,  file  and 
record  service,  under  file  clerk,  junior  file  and  record  clerk,  senior  file 
and  record  clerk,  principal  file  and  record  clerk,  head  file  and  record 
clerk;  in  the  typing,  stenographic,  and  secretarial  service — ^ander 
typist,  junior  typist,  senior  typist,  principal  typist;  or  in  a  typical 
scientific  service — junior  aid  in  chemistry,  aid  in  chemistry,  junior 
chemist,  assistant  chemist,  associate  chemist,  chemist,  and  senior 
chemist.  Likewise  classes  of  ix>sitions  involving  unskilled  and  semi- 
skilled labor  were  defined  for  the  various  occupations  involving 
different  duties  and  requiring  different  qualifications. 

In  spite  of  the  new  classes  which  were  defined,  the  adoption  of 
the  classification  recommended  will  result  in  the  substantial  reduc- 
tion of  over  300  in  the  number  of  titles  of  positions. 

Furthermore,  by  the  standardization  of  titles  a  class  title  will 
denote  a  class  of  positions  with  similar  duties  and  qualifications 
throughout  the  entire  Washington  service.  At  present  a  title  of  a 
position,  as  has  been  pointed  out,  may  refer  to  a  place  of  employ- 
ment, with  certain  duties  and  qualifications,  in  a  particular  depart- 
ment, bureau,  division,  or  Government  establishment,  and  may  also 
be  used  to  describe  another  position  with  very  different  duties  and 
qualifications  in  the  same  or  in  another  department  or  bureau  of  the 
Government  service. 
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the  duties  of  the  positions  to  be  filled,  the  required  qualifications  and 
the  range  of  salaries  generally  paid.  In  the  absence  of  a  standard- 
ized salary  schedule  the  range  indicated  in  the  announcement  may 
be,  and  frequently  is,  a  very  wide  one.  Sometimes  announcements 
even  contain  a  proviso  that  appointments  may  be  made  at  salaries 
either  higher  or  lower  than  the  range  stated. 

Upon  being  asked  the  minimum  rate  at  which  an  appointment  would 
be  accepted,  one  competitor  may  name  a  comparatively  high  sum, 
while  the  other  names  a  considerably  lower  one.  Persons  are  gener- 
ally appointed  at  the  lowest  rate  they  agree  to  accept,  and  therefore 
it  is,  of  course,  not  unusual  for  persons  who  have  qualified  at  the 
same  examination  to  be  appointed  from  the  same  eligible  list  to 
positions  involving  similar  duties  and  responsibilities  at  rates  of 
pay  which  may  vary  as  much  as  $100  to  $500  and  more  per  annum 
at  the  very  outset.  The  one  that  gets  the  higher  rating  in  the  examina- 
tion may  receive  the  lower  pay. 

Furthermore,  under  this  practice  it  is  a  common  occurrence  for  a 
newly  appointed  employee  to  receive  more  than  an  older  employee  for 
exactly  the  same  work.  A  change  in  general  economic  conditions 
may  cause  such  unfair  inequalities,  or  they  may  result  because  the 
person  coining  to  Washington  from  another  community  to  enter  tlio 
service  does  not  know  whether  the  salary  rate  agreed  upon  is  high  or 
low  in  comparison  with  entrance  rates  for  similar  positions  in  other 
departments  or  bureaus. 

No  Uniform  Plan  for  Pay  Increases  as  Usefulness  Increases  Nor 
for  Promotion  from  Class  to  Class 

Eleventh  -finding. — The  commission  finds  that  the  absence  of  any 
uniform  plan  or  system  for  regulating  increases  in  pay  of 
employees  who  have  gained  in  experience  and  usefulness  in  a 
given  class  of  work,  and  the  even  more  serious  lack  of  any 
equitable  system  governing  promotion  from  lower  to  higher 
classes  of  |>ositions  have  been  very  large  factors  in  causing  the 
disproportion  between  pay  and  work. 

The  Government  of  the  United  States  has  no  general  system  under 
which  an  employee's  compensation  is  increased  as  he  gains  in  ex- 
perience and  efficiency  in  the  performance  of  a  given  class  of  duties, 
nor  does  it  uniformly  provide  thart  he  shall  have  an  increase  in  com- 
pensation when  he  assumes  new  duties  requiring  higher  qualifications 
and  involving  greater  responsibilities.  In  the  offices  which  have 
statutory  appropriations,  an  increase  of  compensation  is  contingent 
upon  the  occurrence  of  a  vacancy  at  a  higher  rate,  or  upon  an  in- 
crease becoming  possible  through  Congressional  action.  In  the 
offices  with  lump-sum  appropriations,  advancement  is  contingent 
npon  administrative  action,  which  in  most  instances  is  largely  in- 
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fluenced  by  tlie  state  of  the  appropriation.  In  offices  which  have  both 
types  of  appropriations  available  for  salaries  the  situation  varies<, 
depending  on  the  extent  to  which  it  is  possible  to  move  employees 
f  mm  one  roll  to  another,  and  upon  the  willingness  of  the  adminis- 
trator to  use  this  method  of  overcoming  the  rigidity  of  the  statutory 
appropriation. 

Because  of  the  absence  of  any  centralized  control  over  promotions 
and  advancements,  it  is  impossible  to  generalize  about  the  methods 
employed  in  selecting  persons  for  advancement  when  a  vacancy 
occui-s.  Some  offices  maintain  fairly  elaborate  systems  of  efficiency 
ratings,  and  have  a  carefulh'  developed  plan  for  using  them,  in- 
chiding  advisorv  committees,  and  some  use  an  examination  svsteui 
for  certain  classes.  In  other  offices  the  selection  is  made  bv  the  ad- 
ministrative  officer  with  only  such  advice  and  assistance  as  he  may 
choo9B  to  seek  in  the  particular  instance.  In  such  offices  the  whole 
question  turns  on  the  administrator's  knowledge  of  his  force,  his 
fairness,  and  his  judgment. 

Under  either  a  statutory  or  a  lump-sum  appropriation  at  the  present 
time  it  is  entirely  possible  to  be  unjust  either  by  refusing  advance- 
ment to  an  employee  doing  higfa-dass  responsible  work,  or  by  advanc- 
ing an  employee  to  a  relatively  high  salary  while  he  is  still  perform- 
ing i*outine  work  not  requiring  high  qualifications.  The  statistics 
compiled  by  the  commission  to  show  the  employees  in  each  class  dis- 
tributed by  rates  of  pay  demonstrated  clearly  that  as  a  general  rule 
the  salaries  tended  to  foUow  the  duties  and  the  responsibilities,  but 
in  many  classes  there  were  found  significant  exceptions.  These  ex- 
ceptions will  necessarily  exist  until  the  Congress  establishes  some 
centralized  agency  to  check  advancement  by  applying  a  standardized 
salary  scale  and  examining  the  qualifications  of  the  employees,  so  that 
employees  doing  high-grade  work  will  not  be  denied  advancement, 
and  so  that  undeserving  employees  shall  not  receive  it. 

Impaired  Morale,  Excessive  Tumover,  Waste,  and  Inefficiency  in 
the  Washington  Service. 

Twelfth  finding. — ^The  Commission  finds  that  there  is  serious 
K  discontent,  accompanied  by  an  excessive  turnover  and  loss, 
^  among  the  best  trained  and  most  efficient  employees ;  that  the 

morale  of  the  personnel  has  been  impaired:  that  the  national 
\.  service  has  become  unattractive  to  a  desiraole  type  of  techni- 

cal employee;  and  that  the  Government  has  put  itself  in  the 
position  of  wasting  funds  on  the  one  hand  and  doing  serious 
■  injustice  to  individuals  on  the  other,  and  of  failing  to  get 

>  that  degree  of  efficiency  in  administration  that  a  more  equi- 

table and  uniform  wage  policy  would  bring  about. 

Attention  has  been  called  to  the  general  weakening  of  morale 
among  employees  as  a  result  of  the  lack  of  equity  in  compensation. 
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Hie  Commission  finds  that  the  evils  are  even  more  far  reaching  than 
has  been  indicated.  It  finds  that  on  account  of  the  intense  degree 
of  dissatisfaction  the  rate  of  separations  from  the  service  has  grown 
to  such  an  alarming  extent  as  to  weaken  the  administration,  to 
impair  efficiency,  and  to  threaten  the  proper  functioning  of  the 
executive  branch  of  the  Government. 

The  rate  of  separations,  commonly  referred  to  as  personnel  turn- 
over, has  come  to  be  regarded  by  large  employers  of  labor  as  a  sort 
of  barometer  of  dissatisfaction.  When  the  rate  exceeds  a  figure 
which  has  been  established  as  normal  for  the  particular  class  of 
work^s  in  question  an  investigation  is  promptly  made  to  deter- 
mine the  reasons,  or,  in  other  words,  to  ascertain  the  causes  for  dis- 
satisfacti<m.  A  certain  rate  of  turnover  on  account  of  old  age, 
death,  and  changes  of  residence  is  inevitable.  While  most  employers, 
for  the  sake  of  maintaining  a  virile  organization,  are  willing  to  pay 
the  cost  of  recruiting  and  training  a  limited  number  of  persons  to  fill 
vacancies,  they  have  come  to  regard  an  excessive  turnover  as  an  unnec- 
eesary  expense  and  wholly  undesirable.  The  Conrniission's  inquiry 
into  the  wage  and  employment  policy  of  the  Grovemment,  therefore, 
gave  considerable  attention  to  a  study  of  personnel  turnover. 

Civil  service  records  show  that  with  a  few  breaks  the  rate  of 
turnover  has  slowly  and  gradually  increased  from  5.5  per  cent  in 
1904  ^  to  11.4  per  cent  in  1916,  that  is,  the  rate  of  turnover  had  doubled 
in  the  last  15  years  prior  to  the  war.  Fix)ui  1916  to  1919  there  was, 
of  course,  a  conspicuous  increase  in  the  turnover  rate,  which  reached 
50  per  cent  in  the  latter  year,  that  is,  more  than  (luadrupling  within 
the  Hiree-year  period.* 

From  a  special  questionnaire  inquiry  regarding  the  rate  of  turn- 
over in  the  Government  service  during  the  period  from  July  1, 
1915,  to  December  31,  1919,  similar  conditions  have  been  revealed. 
In  this  case,  however,  all  temporary  employees  and  all  separations 
caused  bv  reductions  in  force  have  been  eliminated  from  the  com- 
putation.  The  turnover  rates  for  the  five  consecutive  periods  are 
10  per  cent  for  the  fiscal  year  ending  June  30, 1916 ;  16  per  cent  for 
1917:  88  per  cent  for  1918;  40  per  cent  for  1919;  and  33  per  cent  for 
the  first  half  of  the  fiscal  year  1919-20.» 

The  excessive  turnover  prevailing  in  the  Government  service  at  the 
present  time  is  not  limited  to  any  particular  class  of  employees,  but 
is  more  conspicuous  among  certain  classes.  The  most  conspicuous 
advances  in  the  rate  of  turnover  have  been  among  scientific-technical 


^FlflCBl  year  endtaiir  Jnne  30. 

=  Tlie  ciTll  nepvice  recoriB  from  which  th«»ae  flffun»K  are  takvn  Inchido  HepanitJons  for 

aUcaoMS. 

•Tbe  annual  rate  of  turnover  wan  determined  by  dlrldlnu  the  number  of  Beparatlon*, 
?xdociTe  of  tlio«e  caused  by  reductions  in  force,  by  the  average  number  on  the  roll,  «z- 
dtudTe  of  temporary  employees. 
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employees.  In  six  bureaus  for  which  complete  information  is  avail- 
able and  comprising  a  total  of  2,765  employees  the  turnover  ainong: 
scientific-technical  employees  has  advanced  from  12  per  cent  in  191  r> 
to  69  per  cent  in  1919.  The  increase  in  the  rate  of  turnover  among 
clerks  in  the  same  bureaus  and  comprehending  approximately  the 
same  numbers,  was  from  12  per  cent  in  1916  to  29  per  cent  in  1919. 
In  other  words,  the  rate  among  scientific  employees  advanced  over 
three  times  as  fast  as  among  clerical  employees.  In  some  bureaus  the 
conditions  are  even  more  striking.  In  the  Bureau  of  Standards,  for 
example,  the  rate  of  increase  among  the  scientific  employees  has 
jumped  from  28  per  cent  in  1916  to  161  per  cent  in  1919. 

These  figures,  coupled  with  the  statements  concerning  conditions  in 
the  scientific  and  technical  services  as  shown  below,  indicate  ver^- 
clearly  the  serious  situation  which  has  developed  during  recent  years 
and  which  is  likely  to  become  more  acute  during  the  coming  years. 
unless  prompt  action  is  taken  to  prevent  scientific-technical  em- 
ployees from  leaving  the  service  in  such  large  numbers. 

Engineers. — In  the  Coast  and  Geodetic  Survey  during. the  fiscal 
year  1918-19,  45  different  individuals  occupied  11  positions  payiiig' 
$1,200  salaries.  From  the  Bureau  of  Lighthouses  it  is  reported  that 
46  persons  occupied  9  engineering  positions  within  a  period  of  t^wo 
years,  from  September,  1917,  to  Septemberj  1919. 
.  On  February  13,  1920,  the  acting  principal  engineer  in  the  Con- 
struction Division  of  the  Army  presented  a  statement  to  the  eommis- 
sion  in  which  he  calls  attention  to  the  serious  condition  that  has  de- 
veloped in  his  division.  After  pointing  to  the  fact  that  only  3  out 
of  the  11  structural  designers  are  on  the  job,  he  goes  on  to  say,  "  TV'e 
are  rapidly  losing  our  best  engineers,  who  are  leaving  to  accept  better- 
paying  positions  in  j)rivate  business.  Since  November,  1919,  there 
have  been  11  resignations." 

In  the  Ordnance  Division  a  similar  condition  is  reported :  "  Four 
emgineers  resigned  in  the  month  of  January,  1920.  Many  more  would 
have  gone  but  for  a  promised  increase  in  salary  commencing  Febru- 
ary 5,  1920." 

Of  a  total  of  48  ship  draftsmen  on  the  pay  roll  of  the  Bureau  of 
Construction  and  Repair  (Navy  Department)  in  1914,  only  31,  or  65 
per  cent,  remain,  and  this  in  a  service  which,  as  a  result  of  the  "  Henry- 
award,"  received  during  the  isame  period  a  35  per  cent  average  in- 
crease in  salary. 

Under  date  of  February  13,  1920,  the  Director  of  the  Geological 
Survey  filed  with  the  commission  a  statement  in  which  he  states  that 
"the  rate  of  resignations  which  has  prevailed  during  the  last  two 
years  is  continuing  and  shows  that  we  are  unable  to  keep  men  in  the 
service  or  to  fill  vacancies  with  efficient  men  at  the  ssJaries  which 
we  can  offer.  Work  during  the  coming  field  season  will  be  seriously 
hampered  unless  we  are  in  position  both  to  hold  men  in  the  service 
and  to  attract  other  men  to  enter  the  service." 

A  similar  statement  was  made  by  the  chief  engineer  in  the  division 
of  valuation  of  the  Interstate  Commerce  Commission.  He  says,  "  It 
is  impossible  to  obtain  qualified  engineers  at  salaries  paid  by  this 
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bureau/'  This  is  a  p^i;inent  statement  in  view  of  the  fact  that  the 
s»alaries  of  engineers  in  this  establishment  range  as  high  as  $7,500. 

Physicists  cmd  Electrical  Engineers. — Since  July  1,  1917,  a  period 
of  two  and  one-half  years,  a  total  of  216  scientific  employees  have 
been  employed  in  the  electrical  division  of  the  Bureau  of  Standards. 
Of  this  number  110  have  left  the  service.  Of  the  106  who  remain 
only  43  were  in  the  service  prior  to  July  1,  1917,  and  72  have  come 
into  the  service  since  that  date. 

Chemists. — Of  a  total  of  147  chemists  on  the  pay  roll  of  the  Bureau 
of  Chemistry  in  1914,  only  75  or  51  per  cent  remain.  Among  those 
who  left  the  service  were  10  employees  whose  salary  was  over  $2,000. 

Legal  service. — ^The  Attorney  General  in  his  report  for  1919  dis- 
c-iissed  the  serious  situation  in  the  legal  service.  He  stated  that 
because  of  the  limitations  fixed  by  general  statutes  and  appropria- 
tion acts  salaries  have  not  advanced,  even  approximately,  in  propor- 
tion to  the  advance  of  the  cost  of  the  necessities  of  life,  and  that  hence 
there  had  been  many  resignations,  not  only  amon^  major  officials, 
but  on  the  part  of  assistant  attorneys  and  clerks,  deputy  marshals, 
and  others,  and  much  difficultv  had  been  experienced  in  obtaining 
capable  and  satisfactory  incumoents  for  official  positions. 

Patent  exarmners.—Xyi  383  assistant  examiners  on  the  pay  roll  of 
the  Patent  Office  for  1914,  only  210  or  57  per  cent  remain.  Con- 
sidering only  those  in  the  third  and  fourth  assistant  classes,  of  whom 
there  were  204,  only  77  or  38  per  cent  remain.  Among  those  in  the 
fourth  assistant  class,  the  rate  of  turnover  has  increased  from  5  per 
cent  in  1909  to  50  per  cent  in  1919. 

Clerical  service. — ^During  the  three-year  period,  January  1,  1917, 
to  December  31,  1919,  a  total  of  302  clerks  were  employed  in  the 
Bureau  of  Standards.  Of  this  number.  185  or  61  per  cent  have  left 
the  service.  Of  the  117  who  remain,  only  40  have  been  in  the  service 
for  two  years,  and  only  12  have  been  in  the  service  five  years.  Of 
those  who  left,  only  18  had  been  in  the  service  for  two  years,  and  only 
7  had  been  in  the  service  for  five  years. 

Of  an  average  clerical  force  of  40  in  the  Coast  and  Geodetic  Sur- 
vey, the  rates  of  turnover  for  the  past  four  years  are  21,  33,  78,  and 
62  per  cent,  respectively. 

Filing  service. — Reports  from  the  Treasury  Department  show  that 
great  difficulty  has  been  experienced  in  keeping  up  the  supply  of 
nling  clerks.  Of  a  total  of  2,105  employees  engaged  in  this  work, 
1,786  left  the  service  in  1919,  making  an  annual  turnover  of  85  per 
cent. 

In  the  Department  of  State  the  rate  of  turnover  in  the  filing  serv- 
ice for  the  past  four  years  is  reported  as  32,  51,  72,  and  47  per  cent, 
respectively.  Similar  conditions  are  reported  in  the  Navy  Depart- 
ment with  an  annual  turnover  of  43  per  cent  since  1917 ;  the  Depart- 
ment of  the  Interior  with  52  per  cent;  the  Department  of  Agricul- 
ture with  65  per  cent;  the  Interstate  Commerce  Commission  with 
58  per  cent. 

Considerable  evidence  pointing  toward  a  lack  of  equity  in  salaries 
and  an  insufficiency  of  compensation  has  been  presented  in  the  pre- 
ceding sections  of  the  Commission's  report.  It  should  be  pointed  out 
here,  however,  that  although  the  Government  in  specific  comi>etition 
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with  outside  concerns  can  not  hope  to  retai^i  the  services  of  men 
of  unusual  ability,  it  must  adjust  its  general  salary  scale  to  meet 
outside  competition.  Some  idea  of  the  influence  of  outside  competi- 
tion and  of  inadequate  Govermnent  compensation  upon  the  high 
rate  of  turnover  may  be  had  fi*om  comparing  the  salaries  of  Govern- 
ment employees  before  and  after  leaving  the  service.  The  figures 
presented  here  cover  so  many  cases  that  it  is  safe  to  assume  that  the 
-Government  can  not  longer  ignore  market  demands. 

Of  the  scientific-professional  employees  who  resigned  during 
recent  years,  the  figures  representing  the  accepted  salaries  of  1,173 
from  25  bureaus  have  been  obtained.  Aincmg  this  number,  the 
average  advance  in  salary  upon  accepting  outside  employment  was 
•1^995  or  53  per  cent.  The  range  of  advances  among  the  various  depart- 
mental groups  WHS  from  $309,  received  by  those  leaving  the  Coast  and 
Geodetic  Survey,  to  $4,31*2,  i*eceived  by  those  leaving  the  Bureau  of 
Inquiry  of  the  Interstate  Commerce  Commission.  Among  the 
groups  with  a  sufficient  number  of  cases  on  which  to  base  compari- 
sons, those  showing  the  most  conspicuous  average  advances  upon 
accepting  outside  employment  were  the  employees  leaving  the  Geo- 
logical Siirvey  with  107  per  cent  increase ;  Bureau  of  Mines,  104  per 
cent ;  Bureau  of  Soils,  75  per  cent ;  Bureau  of  Markets,  69  per  cent ; 
Office  of  Public  Roads,  59  per  cent;  Bureau  of  Chemistry,  59  per 
cent;  Forest  SerWce,  55  per  cent:  Bureau  of  Construction  and  Re- 
pair (Navy),  51  per  cent:  Bureau  of  Plant  Industry,  51  per  cent; 
Office  of  Supervising  Architect,  49  per  cent;  Bureau  of  Statistics 
(Interstate  Commeree  Commission),  47  per  cent. 

From  a  similar  investigation  conducted  under  the  direction  of  the 
Secretary  of  Affriculture  and  based  njjon  404  scientific-professional 
employees  of  the  Department  of  Agriculture  who  left  the  service 
during  the  period  represented  approximately  by  the  fiscal  year  of 
1918-19,  the  average  advance  received  upon  accepting  outside  em- 
ployment was  $1,029  or  57  per  cent. 

Considerable  difficulty  was  experienced  in  obtaining  similar  data 
concerning  other  classes  of  employees.  However,  data  were  obtained 
concerning  296  clerical  employees  who  left  the  Department  of 
Agriculture  during  the  period  represented  approximately  by  the 
fiscal  year  1918-19.  The  average  advance  received  upon  entering 
outside  employment  in  the  case  of  these  employees  was  $453  or  46 
per  cent. 

From  the  facts  presented  on  the  preceding  pages,  it  is  evi<loiit 
that  there  has  been  a  conspicuous  loss  of  efficiency  in  the  Govenunent 
Service  during  recent  years,  and  that  there  is  no  marked  indication 
of  improvement  with  the  return  of  peace-time  conditions.  The  loss 
sustained  from  excessive  turnover  is,  in  many  ways,  of  an  intangible 
nature  and  impossible  to  compute  definitely,  but  all  students  of  the 
subject  know  that  it  is  an  item  of  great  importance.  There  is  a 
remarkable  unanimity  of  belief  among  the  administrative  officei-s 
that  the  Government  has  suffered  a  serious  loss,  both  in  money  and 
efficiency,  as  a  result  of  the  frequent  changes  in  personnel.     The 
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Auditor  for  the  Post  Office  Department,  for  example,  believes  that 
the  turnover  during  recent  years  has  resulted  in  an  "  increase  in  cost 
of  25  per  cent  and  lowering  of  efficiency  by  25  per  cent." 

Bepresentatives  of  several  national  organizations  at  a  recent  hear- 
inc^  before  a  committee  of  Congress  described  what  they  believed 
to  be  an  alarming  situation  in  the  Patent  Office.  They  declared  that 
ss  a  result  of  the  excessive  turnover  ^^  the  Patent  Office  had  almost 
ceased  functioning."  One  representative  likened  the  Patent  Office 
to  a  cream  separator.  ^^  The  cream  is  all  taken  off  and  the  skimmed 
milk  stays  behind."  The  following  statement  by  the  representative 
of  the  national  association  of  manufacturers  is  typical  :^ 

It  Ir  a  fact  that  anyone  ciin  verify  frf>iu  tlie  riHiinls  of  tlie  past  few  uiontlis. 
£igtit7-oDe  resignations  in  1919  from  an  exn minium  corps  of  430.  and  ft  taken 
at  leaat  two  years  to  train  a  new  man  to  the  duties  of  ain  aflBlRtant  examiner. 
I  repeat  that  the  offlee  win  disintejn'ate  within  a  few  montlis  with  a  (Hmtimia- 
tion  of  aoch  a  turnover,  and  the  reHlfoiation  curve  is  MUX  ^oinj;  up  instead  of 
tiemiB^  down. 

While  the  conditions  described  pertain  to  the  Patent  Office,  they 
apply  in  large  measure  to  every  scientific  technical  bureau  of  the 
Government. 

The  Foreign  Trade  Bureau  of  the  Merchants'  Association  of  New 
York  City  recently  investigated  conditions  affecting  customs  at  the 
port  of  New  York.  After  calling  attention  to  the  conspicuous  turn- 
over among  customs  employees,  the  committee  declare  that  the 
customs  service  '^  is  rapidly  tending  toward  demoralization  to  such 
an  extent  that  the  business  interests  of  the  United  States,  extending 
to  the  smallest  community,  are  to-day  facing  to  an  alarming  degree 
a  condition  which  is  jeopardizing  practically  every  commercial 
enterprise,"  The  cause  for  such  conditions  they  reported  to  he  due 
to  the  low  salary  scale,  which  is  ^^  based  U]K>n  a  standard  of  wage 
established  30  or  more  years  ago.''    In  conchision  they  state : 

In  tlie  (opinion  of  your  <*oniniittee  tlie  situation  is  ho  fieriouH  and  so  danfferouH 
to  the  huHine»«8  interests  of  the  country  that  it  most  stronjrly  ret'oninieiids  imme- 
diate action  by  the  association.  This  action  must  have  Init  one  end  as  tlie  only 
possible  remedy ;  that  Is,  a  very  substantial  increase  iu  the  compensatiou  ])aid 
to  customs  officials  of  all  grades,  and  an  entire  readjustment  of  the  scale  of 
«?i»mpenaation  now  in  force.' 

The  low  salary  standards  which  have  bi»en  responsible  mainly  for 
tlie  excessive  turnover  react  upon  the  efficiency  of  the  service  because 
of  the  ne(*essity  for  appealing  to  a  substandard  market  in  filling 
vacancies.  Such  conditions  result  in  a  continuous  deterioration  of 
the  servic"*. 


^  Hearing  before  Committee  on  Rules  of  the  HotiHe  of  ReprrsentatiTes,  February  24, 
1920. 
-Oreater  Neir  York,  Vol.  IX~2,  p.  0,  January,  1920. 
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Furthermore,  it  is  becoming  more  and  more  difficult  to  fill  va- 
cancies on  account  of  the  apparent  apathy  toward  the  Govemmenti 
service.  This  is  especially  true  of  young  graduates  of  colleges  and. 
universities  upon  whom  mainly  the  Government  must  depend  to  fill 
the  ranks  of  the  scientific-technical  servicea  Letters  received  from 
presidents  and  professors  of  40  of  the  best  known  universities  and 
colleges  reveal  the  fact  that  students  display  little  interest  in  the 
Government  service  and  that  the  faculties  show  a  disinclination  to 
advise  students  to  enter  upon  such  a  career  under  present  conditions^ 

The  lack  of  a  business-like  policy  of  the  Government  as  a  basis  for 
fair  rates  of  pay  has,  as  is  obvious  from  the  foregoing  discussion^ 
resulted  in  injustice  to  large  numbers  of  employees,  impairment  of 
the  morale  of  the  working  force,  and  a  disastrous  and  costly  '^  turn- 
over," with  a  consequent  lowering  of  the  standards  of  efficiency. 


CHAPTER  III 

THE  RECOMMENDATIONS  OF  THE  COMMISSION  FOR  BRINGING 
ABOUT  AND  MAINTAINING  EQUITY  AND  UNIFORMITY  IN 
RATES  OF  COMPENSATION 


In  the  preceding  pages  (Ch.  II)  the  Comuiission  has  recorded 
the  facttj — the  startling  unfairness  and  inconsistencies — as  it  found 
them  in  the  course  of  its  investigation  of  "  the  rates  of  compensa- 
tion paid  to  civilian  employees."  It  has  been  compelled  by  the 
overpowering  evidence  of  its  discoveries  to  i-eport  that  the  United 
Sutes  Government,  the  largest  employer  in  the  world,  follows  few 
rules  of  good  business  or  common  sense  in  paying  for  the  personal 
services  it  requires  of  its  employees,  and  has  permitted  to  develop  a 
serious  condition  of  confusion  and  dissatisfaction.  The  Commission 
has  certain  specific,  practical  measures  to  recommend  that  will  in- 
troduce order  and  reason  into  the  salary  situation  and  will  bring 
about  as  to  each  position  and  each  individual  employee  that  read- 
justment called  for  by  the  act  to  provide  "  uniform  and  equitable  pay 
for  the  same  character  of  employment."  It  also  puts  forward  cer- 
tain proposals  for  a  future  policy  and  procedure  to  provide  for  the 
permanent  maintenance  of  the  uniformity  and  equity  thus  secured. 

These  recommendations  have  been  summarized  as  a  preface  to  this 
report  and  will  be  elaborated  and  discussed  in  the  following  pages. 

Adoption  of  Uniform  Plan  of  Classification  of  Positions 

Reeomnienddtian  1. — The  Commission  recommends  that  Con- 
gi^ss  adopt  the  classification  of  positions  presented  herewith 
as  Part  II  of  this  report,  classifymg  all  the  kinds  of  positions 
in  the  services  enumerated  in  the  act  creating  this  Commission 
(hereinafter  referred  to  as  the  "Washington  service"),  with 
respect  to  the  character  and  importance  of  the  work  involved. 
The  Commission  also  recommends  that  this  classification  be 
extended  to  cover  the  entire  Federal  service. 

Congress  has  asked  how  to  secure  uniformity  and  equity  in  the 
rates  of  compensation  paid  to  employees.  The  Commission  considers 
it  axiomatic  that  after  minimum  living  requirements  have  been  met 
the  whole  basis  for  both  equity  and  uniformity  must  be  the  nature 
and  impoilance  of  the  work  involved  in  the  positions  occupied  by 
the  employees.  The  pay  should  be  determined  by  the  answers  to 
the  questions :  What  is  the  work  worth?  What  are  the  qualifications 
required?  What  does  the  employee  who  does  such  work  and  has 
such  qualifications  deserve  in  relation  to  other  employees  who  have 
lesser  or  greater  responsibilities  i    What  value  has  the  world  in  gen- 
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eral  placed  upon  the  service  involved  in  the  position  under  considera- 
tion? Obviously,  it  would  be  impracticable  to  attempt  to  answer 
these  questions  for  each  of  the  hundred  thousand  positions  in  tlie 
AVashington  service,  in  relation  to  every  other  position,  and  to  repeat 
this  comparison  for  each  additional  position  created  in  the  future. 
The  common-sense  sohition  would  seem  to  be  to  bring  together,  re- 
gardless of  departmental  location,  those  positions  that  involve  the 
same  or  substantially  similar  duties  and  carry  with  them  responsi- 
bilities of  the  same  or  substantially  the  same  degree  of  importance, 
and  then  to  treat  each  such  "  class  "  as  a  unit  in  arriving  at  rates 
of  compensation.  Automatically,  uniformity  within  the  class  woul<I 
be  achieved  by  this  method. 

The  Commission  has  been  engaged  almost  since  the  day  of  its 
appointment  in  preparing  such  a  classification.  It  has  informeil 
itself  regarding  the  duties  of  each  individual  place  of  employment 
in  the  Washington  service  (in  all,  over  100,000  positions).  It  has 
considered  the  general  nature  of  the  work,  the  specific  duties  6f  the 
employee,  the  place  of  the  position  in  the  departmental  organization,, 
and  the  other  factors  regarding  which  it  could  secure  informa- 
tion, and  has  built  up  by  a  process  of  combining  and  regrouping 
a  number  of  "  classes  of  positions  "  that  cover  every  kind  of  employ- 
ment in  the  AVashington  service.  These  "  classes  of  positions  "  are 
set  forth  in  Part  II  of  this  report.  Each  class  is  described  in  a  way 
to  make  its  scope  clear  and  in  a  way  to  make  it  readily  possible  to 
determine  whether  or  not  any  specific  position  should  be  placed  in  it. 

The  theory,  content,  and  arrangement  of  this  plan  of  classification 
are  described  in  a  subsequent  section.  The  plan  is  recommended  to 
the  Congress  for  adoption  as  a  foundation  for  uniform  salary  scales. 

The  suggestion  that  the  Federal  service  outside  of  AVashington 
be  similarly  classified  is  a  natural  one.  The  geographical  distinction 
is  purely  arbitrary.  The  governmental  service  should  be  treated  as 
a  unit.  A  great  part  of  the  Washington  service  is  made  up  of  de- 
partmental headquai-tei-s  offices  for  the  field  service,  and  therefore 
the  positions  in  both,  so  far  as  possible,  should  be  included  in  the 
same  classification,  at  least  for  the  employment  processes  relating  to 
selection  and  promotion.  It  is  probable,  however,  that  "locality 
differentials  "  based  on  differences  in  local  costs  of  living  should  be 
incorporated  in  compensation  schedules  for  the  field  service. 

Adoption  of  Uniform  Schedules  of  Compensation 

Recommendation  2. — The  Commission  recommends  that  Con- 
gress adopt  the  schedules  of  compensation  proposed  in  Part  II 
for  the  respective  classes*  of  positions. 

The  Commission  has  developed  a  schedule  of  compensation  pro* 
viding  for  minimum,  maximum,  and  in  most  cases  intermediate  rates 
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for  almost  all  the  classes  of  positions  in  the  classification  subniittc^d. 
For  the  highest  classes  of  scientific,  professional,  technical,  and  ad- 
DiinistratiTe  positions  no  rates  are  recommended,  because  these 
positions  possess  so  many  individual  characteristics  as  to  render  a 
fixed  scale  for  all  inapplicable.  In  respect  to  each  position  in  these 
classes,  the  Commission  recommends  that  the  Classification  Agency 
(the  Civil  Service  Commission)  and  the  heads  of  the  departments 
and  independent  establishments  unite  in  making  recommendations  to 
the  Congress  after  a  careful  examination  of  all  the  facts  that  should 
be  considered.  For  the  great  majority  of  positions  rates  have  been 
set  by  the  Commission,  and  it  recommends  the  readjustment  of  sal- 
aries of  the  employees  in  accordance  therewith.  The  methods  fol- 
lowed by  the  Commission  in  preparing  these  recommendations  are 
dbcussed  in  other  sections  of  the  report. 

CoBtiDiiatioii  of  the  Commission's  Records  of  Positions  and 
Dntim 

Recomjrundation  3. — ^The  Commission  rex^mmends  that  Con- 
gress immediately  authorize  the  Civil  Service  Commission  to 
take  over  and  to  keep  curi'ently  up  to  date  the  records  main- 
tained by  the  Reclassification  Commission  since  April  30, 
1919,  showing  as  they  have  changed  from  month  to  month 
the  numbers  and  kinds  of  positions  in  each  branch  of  the 
Washington  service,  and  the  duties,  i*espon8ibilities,  pay,  in- 
cumbency, and  other  facts  regarding  each  position. 

The  "Position  lists"  and  "Duties  statements"  maintained  by  the 
Commission  in  the  course  of  its  work  (described  in  Chapter  VII)  con- 
stitute the  only  comprehensive  central  records  that  the  United  States 
(iovemment  now  has,  or  ever  has  had,  of  its  employees  and  of  the 
positions  that  make  up  its  administrative  organization.  This  record 
should  be  maintained.  The  machinery  for  keeping  it  up  and  the 
procedure  by  which  changes  are  noted  and  recorded  have  been  well 
organized,  are  in  good  working  order,  and  a  trained  staff  of  14 
clerks  is  handling  the  work.  If  the  recommendations  of  the  Com- 
mission regarding  the  permanent  administration  of  the  classifi- 
cation plan  are  adopted,  those  records  will  become  an  essential 
part  of  that  plan.  If  they  are  dropped  even  for  the  interval  between 
the  submission  of  this  report  and  the  date  action  is  taken  by  Con- 
gress, it  will  be  necessary  to  repeat  much  of  the  work  of  collecting 
data  done  by  the  Commission  in  this  connection  during  the  past 
1*2  months. 

The  Civil  Service  Commission  is  named  as  the  logical  agency  to 
carry  on  this  work,  because  of  the  fact  that  certain  of  the  personnel 
records  that  it  now  maintains,  while  not  so  complete  or  in  the  same 
form,  can  readily  be  incorporated  with  these  "  Position  list "  records, 
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handled  by  a  common  staff,  and  made  to  serve  for  both  classification 
and  employment  purposes.  Furthermore,  the  Commission's  recom- 
mendation that  the  Civil  Service  Commission  be  the  agency  to  review 
and  to  certify  to  the  final  allocation  of  individual  positions  makes 
it  logical  to  propose  it  as  the  agency  to  keep  the  position  and  duty 
records  up  to  date.  It  is  in  view  of  these  considerations  that  the 
Commission  has  submitted  the  above  recommendation. 

Application  of  the  Classification  to  Individual  Positions 

Recommendation  4- — The  Commission  reconunends  that  the  Con- 
gress immediately  authorize  and  direct  an  existing  independ- 
ent governmental  agency  (hereinafter  referred  to  as  the 
"Classification  Agency"),  logically  and  preferably  the  Civil 
Service  Commission,  to  review  tlie  allocation  of  individual 
positions  to  the  several  classes,  as  made  by  the  Reclassification 
Commission;  and  to  prepare  a  certified  classification  list  for 
each  department,  bureau,  and  independent  establishment  in 
the  Washington  service  showing  the  names  of  all  emplayees, 
the  titles  of  the  classes  to  which  their  respective  positions 
have  been  allocated,  the  minimum  and  maximum  rates  of  com- 
pensation prescribed  for  such  classes,  the  proposed  "ad- 
justed "  rate  in  each  case,  the  amount  bj'  which  such  recom- 
mended rate  exceeds  or  falls  below  the  present  rate,  and  the 
net  pay-roll  change  involved  in  making  all  adjustments.  That 
this  work  of  final  application  of  the  classification  to  the  indi- 
vidual positions  in  the  service  be  carried  on  in  a  way  to  pro- 
vide for  consultation  with  heads  of  departments,  bureaus,  and 
independent  establishments,  and  for  the  assistance  of  cooperat- 
ing committees  made  up  of  administrators  and  employees, 
each  committee  to  be  under  the  chairmanship  of  a  representa- 
tive of  the  Classification  Agency. 

As  has  been  said,  the  Commission  secured  what  information  it 
could,  in  the  time  and  with  the  facilities  at  its  disposal,  regarding 
the  duties  and  responsibilities  of  all  individual  positions,  and  with 
the  assistance  of  its  corps  of  classifiers  it  grouped  these  positions  into 
the  classes  set  forth  in  the  recommended  classification.  It  has  on 
record  the  place  of  each  position  in  this  classification,  as  indicated  by 
the  entry  of  the  official  prescribed  class  title,  on  a  card  on  which 
the  duties  of  the  position  are  recorded.  The  Commission  has  also, 
from  the  date  as  of  which  the  first  information  regarding  positions 
was  secured  (April  30,  1919),  maintained  a  record  of  all  positions 
added  to  the  Washineton  service,  of  all  positions  dropped,  of  all 
changes  in  incumbency,  changes  in  pay,  and  changes  in  duties.  Its 
records  are  now  complete  as  of  the  date  of  this  report,  and  are 
reliable  in  so  far  as  the  information  received  from  the  departments  is 
reliable.  There  has,  however,  been  very  little  time  for  field  investi- 
gation, for  check,  or  for  verification,  and  no  opportunity  to  secure 
the  opinion  or  agreement  of  the  heads  of  departments,  bureaus,  or 
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independent  establishments  to  the  classification  of  individual  posi- 
tions under  their  respective  jurisdictions.  The  Commission  hesitates, 
therefore,  to  recommend  that  the  pay  of  employees  in  the  positions 
that  it  has  thus  allocated  to  the  several  classes  be  adjusted  to  the 
standard  range  of  compensation  recommended  for  such  classes  with- 
out some  further  review,  and  it  would  be  especially  reluctant  to  see 
such  adjustment  made  before  the  administrative  heads  have  had  an 
opportunity  to  call  attention  to  any  discrepancies  in  the  work  of  allo- 
cation. 

The  Conmiission's  suggestions  in  detail  as  to  the  method  the  Civil 
Service  Commission  (or  such  other  classification  agency  as  the  Con- 
gress may  designate  for  the  purpose)  should  adopt  in  arriving  at 
the  final  allocation  of  individual  positions  in. the  service  as  a  basis 
for  the  readjustment  of  the  salaries  of  individual  employees  is  as 
follows : 

Tentative  classification  lists  should  be  prepared  from  the  Com- 
mission's records  for  each  bureau  and  independent  establishment 
("  Organization  units  "  as  they  have  been  referred  to  in  the  Commis- 
sion's records),  each  such  list  to  show  the  name,  the  present  pay y the 
present  pay-roll  designation,  and  the  tentatively  proposed  classifica- 
tion by  title. 

These  tentative  classification  lists  should  be  submitted  to  the  heads 
of  the  respective  departments,  bureaus,  and  independent  establish- 
ments and  studied  by  them  with  reference  to  the  class  specifications. 

In  each  case  in  which  the  head  has  reason  to  believe  that  the  classi- 
fication of  any  position  in  his  organization,  as  shown  by  the  entry 
opposite  the  respective  employee's  name  on  the  list,  is  incorrect,  he 
should  indicate  the  fact,  together  with  his  opinion  of  the  proper 
classification.  The  Classification  Agency,  through  its  representative, 
should  then  advise  with  the  administrative  head  regarding  exceptions 
thus  taken  and  endeavor,  in  the  case  of  each  position  thus  questioned, 
to  reach  an  agreement  as  to  the  class  into  which  the  position,  in  the 
light  of  t^e  duties  and  responsibilities,  should  fall,  considering  care- 
fully the  specifications  of  such  class. 

In  case  the  Classification  Agency  (ordinarily  through  its  repre- 
sentative) can  not  come  to  an  agreement  with  the  administrative  head 
regarding  the  classification  of  a  position,  a  subsequent  investigation 
of  the  duties  of  such  position  should  be  made  and  the  facts  laid  before 
a  departmental  advisory  personnel,  committee.  The  Commission's 
suggestions  regarding  the  organization  and  functions  of  ^^depart- 
mental personnel  committees  "  are  taken  up  in  a  later  section. 

When  the  departmental  personnel  committee  has  reported  its  opin- 
ions to  the  Classification  Agency,  the  a^ncy  should  ^ive  its  final 
decision  as  to  the  classification  of  all  positions  in  auestioh  and  pre- 
imre  a  revised  list,  to  be  known  as  the  "  certified  classification  list." 
This  final  list  should  show  the  name,  the  pay,  the  final  classification 
title,  the  new  rate  of  pay  (to  be  not  less  than  the  minimum  nor  more 
than  the  maximum  prescribed  for  the  class),  and  the  increase  or  de- 
crease, as  the  case  may  be,  necessary  to  bring  the  employee's  pay  into 
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conformity  with  such  minimum  or  maximimi.  The  total  of  the  in- 
creases and  the  total  of  the  decreases,  with  the  net  effect  on  the  pay 
roll  of  the  organization  unit,  should  be  calculated  and  entered  for  the 
information  of  the  Congress,  and  the  whole  list  should  be  certified 
and  transmitted  to  the  Congress.  The  Commission  has  recommended 
that  where  increases  are  necessary  to  bring  the  pay  up  to  the  mini- 
mum prescribed  for  the  class  under  the  recommended  class  schedules, 
such  increases  should  be  as  of  the  date  set  by  the  Congress.  If  this 
requires  retroactive  action  the  final  classification  lists  should  show  the 
amount  of  the  back  pay  involved. 

The  Commission  suggests  that  departmental  personnel  commit- 
tees be  organized  by  the  Classification  Agency  in  each  bureau  and 
independent  establishment.  These  coiisulting  committees  should  be 
called  upon  to  cooperate  as  "boards  of  hearing"  (without  finai 
jurisdiction,  however)  in  considering  differences  of  opinion  regard- 
ing the  classification  of  positions.  The  Commission  suggests  tlw.t 
«ach  committee  be  made  up  of  two  employees  and  two  administra- 
tive heads  with  a  representative  of  the  Classification  Agency  as  the 
chairman  having  the  power  of  veto.  The  committee's  function 
should  be  an  advisory  function  and  in  no  sense  an  administrative 
one. 

The  Commission  is  firmly  of  the  opinion  that  the  proper  classi- 
fication of  a  position  rests  on  questions  of  fact  as  to  duties,  and  that 
no  compromise  with  facts  should  be  tolerated.  The  purpose  of  hav- 
ing administrative  heads  and  employees  on  these  advisory  commit- 
tees is  solely  to  insure  the  presentation  and  careful  consideration  of 
all  the  facts  in  a  matter  that  so  vitally  affects  the  employee  on  the 
one  hand  and  the  departments  and  the  Government  on  the  other. 

Adjustment  of  Compensation  of  Individual  Employees 

Recommendation  5, — The  Commission  recommends  that  the 
Congress  authorize  adjustments  in  the  rate  of  compensation 
of  employees  on  the  basis  of  the  certified  classification  lists 
prepared  by  the  Classification  Agency  for  the  several  de- 
partments, bureaus,  and  independent  establishments,  and 
when  necessary  make  appropriations  •  for  the  net  pay-roll 
change  involved.  This  rate  to  be  amended  to  conform  to  the 
final  decisions  of  the  Coi^mission  as  to  the  method  of  taking 
into  account  in  the  adjustment  differences  in  salaries  arising 
out  of  two  conditions — ^the  question  of  length  of  service  in  the 
position  and  the  question  of  efficiency.  The  Commission  also 
recommends  that  the  rate  of  compensation  of  an  employee 
shall  be  reduced  to  the  maximum  rate  prescribed  for  his  class 
in  case  it  exceed  such  maximum,  the  change  to  take  effect  on 
the  date  prescribed  by  the  Congress  and  that  the  rate  of  com- 
pensation of  an  employee  shall  be  increased  to  the  minimum 
prescribed  for  his  class  in  case  it  is  less  than  such  minimum^ 
the  change  to  be  made  effective  July  1,  1920,  and  back  \yAj 
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to  be  granted  equal  to  the  difference,  if  any,  between  the  rate 
of  compensation  actually  received  and  the  new  rate  fixed  cov- 
ering the  period  between  July  1,  1920,  and  the  date  the  new 
rate  is  finally  determined. 

The  actual  changing  of  the  pay  of  individuals  is,  of  course,  the 
last  but  nevertheless  the  essential  step  in  bringing  about  the  read- 
justment of  salary  conditions.  It  is  proposed  that  employees  below 
the  minimum  of  their  class  be  immediately  raised  to  the  minimum, 
and  employees  being  paid  at  a  rate  higher  than  the  maximum  for 
their  class  be  immediately  reduced  to  such  maximum.  The  increases 
will  undoubtedly  be  greater  in  number  and  amount  than  the  de- 
creases and  an  appropriation  of  money  will  therefore  be  called  for 
to  take  care  of  the  adjustment.  It  is  recommended  that  the  Con- 
gress fix  the  day  on  which  the  new  rates  shall  become  elBFective,  be- 
cause it  will  be  more  equitable  to  fix  one  date  for  all  departments* 
If  the  certified  classification  lists  for  any  departments  are  not 
complete  by  that  date  the  changes  should  be  made  retroactive. 

Becommendations  for  the  Future  Maintenance  of  Uniformity 
and  Equity 

The  adoption  of  recommendations  1  to  5  presented  and  discussed 
in  the  foregoing  will  lead  to  an  adjustment  of  salaries  in  the  present 
service  and  the  elimination  of  the  inconsistencies  that  now  exist, 
but  this  result  will  be  a  temporary  one  and  the  labors  of  the  Com- 
mission will  have  led  to  no  permanent  good  unless  provision  is  made 
for  the  future  maintenance  of  the  conditions  thus  established.  The 
Commission  feels  that  the  adoption  of  a  plan  for  securing  this 
permanent  good  is  fully  as  necessary  as  the  adoption  of  measures  for 
immediate  relief. 

The  Commission's  plan  is  stated  in  the  six  recommendations  stated 
and  discussed  in  the  following  sections. 

The  Central  Administrative  Agency 

RecoTrimendation  6. — ^The  Commission  recommends  that  the 
future  administration  of  the  classification  and  of  the  uniform 
schedules  of  compensation  (Part  II)  be  delegated  by  statute 
to  an  existing  independent  agency  of  the  Government,  herein 
referred  to  as  the  Classification  Agency,  and  submits  that  this 
agency  should  logically  and  preferably  be  the  United  States 
Civil  Service  Commission. 

It  is  obvious  that  if  the  prime  requirements  of  uniformity  and 
relative  equity  in  the  pay  for  service  are  to  be  secured  some  central 
independent  agency  must  have  the  authority — ^the  final  authority  in 
every  case  and  in  all  departments — as  to  the  proper  classification  of 
each  position.  It  must  ascertain,  as  the  impartial  appraiser  for  the 
Government  and  the  taxpayer,  what  the  duties  of  each  position  are. 
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what  responsibilities  are  involved,  what  qualifications  are  required, 
and  into  what  class  and  compensation  schedule  it  falls. 

There  are  two  schools  of  thought  with  regard  to  the  proper  loca- 
tion in  the  governmental  orgi^nization  of  the  agency  for  the  adminis- 
tration of  the  classification  and  standardized  wage  scales.  The  ma- 
jority school  says  it  should  be  the  employing  department — the  Civil 
Service  Commission — ^because  that  body  must  examine  into  the  nature 
of  each  position  and  set  qualification  requirements  as  part  of  its  work 
of  determining  the  fitness  of  applicants  to  perform  the  required 
duties,  and  must  maintain  a  classification  of  the  service  as  a  basis 
for  its  employing  activities.  Furthermore,  it  is  advanced  that  the 
relation  of  the  wage  policies  to  the  employment  policies  is  so  close 
that  the  advice  of  the  Civil  Service  Commission  (the  recruiting 
agency  of  the  civilian  service)  regarding  salary  and  wage  rates,  sup- 
ported by  appropriate  wage  data  furnished  by  the  United  States 
Bureau  of  Labor  Statistics  or  a  similar  governmental  agency,  should 
be  the  advice  on  which  the  Congress  should  act. 

The  Amendment  and  Administration  of  the  Classification  and 
the  Schedules  of  Pay 

Recommendation  7.-^The  Commission  recommends  that  the 
Classification  Agency  shall  hereafter,  as  the  needs  of  or 
changes  in  the  organization  of  departments  may  require,  pro- 
pose the  amendment  of  the  classification  either  by  the  addi- 
tion of  new  classes  or  by  the  combination,  division,  or  altera- 
tion of  existing  classes,  arid  report  such  proposed  amend- 
ments to  the  Congress.  It  recommends  that  where  needed 
for  the  proper  classification  of  new  and  additional  positions 
such  proposed  amendments  become  effective  pending  action 
by  the  Congress.  It  further  recommends  that  under  such 
regulations  as  will  not  prejudicially  affect  the  employees  in 
the  positions  involved  the  Classification  Agency  be  authorized 
to  reallocate  the  positions  in  the  old  classes  wherever  the  new 
classes  have  been  made  up  by  the  combination,  division,  or 
alteration  of  such  old  classes. 

RecoTTimendation  8. — The  Commission  recommends  that  the 
Classification  Agency  shall  report  periodically  to  the  Con- 
gress what  schedules  of  compensation  should,  in  its  opinion, 
apply  to  new  or  altered  classes  of  positions,  and  what  changes, 
if  any,  should  be  made  in  the  existing  schedules  of  com- 
pensation for  previously  established  classes  of  positions.  It 
recommends  that  the  Classification  Agency  be  empowered  to 
call  on  other  Government  departments  for  data  and  assist- 
ance in  this  work  of  periodical  review  of  salary  scales.  The 
Commission  further  recommends  that  the  Congress  periodi- 
cally (annually  or  biennially)  consider  such  recommenda- 
tions and  establish  schedules  of  compensation  for  such  new 
or  amended  classes,  and  reaffirm  or  revise  tiie  schedules  of 
compensation  for  existing  classes,  and  that  tentative  sched- 
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ules  of  compensation  set  by  the  Cla^fication  Agency  for 
new  classes  snail  apply  to  new  or  additional  positions  created 
in  the  period  during  which  such  action  by  the  Congress  is 
pending.  The  Commission  suggests  that  the  Congress  set  up 
and  adopt  definite  principles  and  policies  in  considering  and 
establishing  schedules  of  compensation. 

It  is  apparent  that  as  new  legislation  assigns  new  activities  to  the 
administrative  departments  of  the  Government  and  the  organiza- 
tions of  those  departments  change  and  grow,  new  kinds  of  positions 
will  be  created.  The  classification  must  obviously  be  extended  to 
cover  such  new  positions,  and  as  new  classes  are  set  up  schedules  of 
pay  to  apply  to  such  classes  must  be  adopted  in  proper  relationship 
to  the  schedules  applying  to  existing  classes.  Furthermore,  fluctua- 
tions in  economic  conditions,  the  cost  of  living,  supply  and  demand 
with  r^ard  to  certain  kinds  of  knowledge  or  skill,  wage  levels  in 
special  industries,  and  similar  factors  influencing  rates  of  pay  call 
for  some  plan  of  adjustment  that  will  maintain  the  relative  and  ab- 
solute "  equity  "  of  the  Government's  schedules.  The  schedules  of 
pay  should  not  act  as  a  strait- jacket.  They  should  furnish  the 
basis  for  control  and  regulation  and  have  all  of  the  advantages  of 
the  statutory  salary  scheme  without  developing  that  rigidity  that 
lias  been  so  largely  responsible  for  the  conditions  described  in  the 
previous  part  of  this  report.  These  considerations  are  at  the  root 
of  the  two  recommendations  stated  above.  The  plan  proposed  en- 
ables the  Congress  to  exercise  its  appropriating  powers  in  a  dis- 
criminating and  uniformly  just  way.  It  enables  the  Congress  to 
set  salaries  for  classes  of  like  positions  and  relieves  it  of  the  need 
for  considering  individual  jobs  or  individual  employees.  It  gives 
the  Congress  the  advice  of  an  agency  that  is  to  keep  in  touch  with 
all  of  those  factors  that  should  be  taken  into  account  in  arriving  at 
salary  decisions.  It  provides  for  a  business-like  handling  of  the 
wage  problem. 

Oassifieatioii  of  Positions  Hereafter  Created 

Recommendation  9. — ^The  Commission  recommends  that  when- 
ever the  head  of  a  department,  bureau,  or  independent  estab- 
lishnaent  desires  the  establishment  of  a  new  or  additional 
position  (either  by  requesting  an  appropriation  or  by  making 
an  appointment  under  an  existing  unitemized  appropriation), 
the  Classification  Agency  shall  &st  be  advised  of  the  duties 
and  responsibilities  that  are  to  pertain  to  such  proposed  new 
or  additional  position,  and  shall  thereupon  examine  into  such 
duties  and  responsibilities  and  classify  such  position  in  ac- 
cordance with  the  existing  classification  or  any  amendments 
thereto  that  may  be  necessary  for  the  purpose,  and  similarly, 
that  any  change  in  the  duties  or  responsibilities  pertaining 
to  an  existing  position  be  reported  to  the  Classification  Agency 
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by  the  departmental  authorities  in  order  that  it  may  determine 
whether  such  change  has  the  effect  of  abolishing  the  position 
and  creating  a  new  position  of  a  different  class,  and  further- 
more, that  me  Congress  in  initiating  appropriations  for  posi- 
tions follow  this  same  procedure  and  call  upon  the  Classifica- 
tion Agency  first  to  classify  such  proposed  new  or  additional 
positions. 

Becomm^ndatioii  10, — The  Commission  reconmiends  that  esti- 
mates, appropriations,  and  payments  for  personal  services  be 
made  in  the  terms  of  the  classification  and  the  schedules  of 
compensation  certified  by  the  Classification  Agency  as  appli- 
cable to  the  positions  in  which  such  personal  services  are  to 
be  or  have  been  rendered,  and  that  no  disbursements  for  per- 
sonal services  be  made  except  upon  the  certificate  of  the 
Classification  Agency  that  they  are  in  conformity  with  the 
classification  nomenclature  and  the  schedules  of  compensation. 

What  is  needed  is  a  working  basis  for  arriving  at  the  amount 
to  be  appropriated  for  the  positions  requested  in  the  departmental 
estimates  and  for  controlling  the  salary  rates  paid  out  of  unitemized 
appropriations.  The  adoption  of  a  standard  plan  of  classification 
and  standardized  schedules  of  compensation  will  make  it  possible 
to  meet  these  fundamental  needs.  The  machinery  necessary  is  cov- 
ered by  the  two  recommendations  made  above  (9  and  10).  It  is 
proposed  that  the  Classification  Agency  ascertain  in  the  case  of  each 
proposed  position  what  "  character  of  employment  '*  is  involved  and 
indicate  by  the  use  of  a  definite,  uniformly  understood  terminology 
just  where  in  the  official  classification  such  position  falls.  This 
automatically  solves  the  salary-setting  problem  for  the  Congress. 
When  the  Congress  has  adopted  a  uniform  scale  for  a  given  class  of 
positions  it  has  obviously  decided  that  until  it  changes  this  scale 
it  will  appropriate  for  positions  coming  within  such  class  accord- 
ing to  such  scale.  Similarly  as  to  salaries  paid  out  of  lump-sum 
appropriations  the  Congress  can  insure  conformity  with  the  estab- 
lished scales  by  providing  that  the  Classification  Agency  shall  see 
that  each  position  established  (the  addition  of  a  name  to  the  pay 
roll  is  tantamount  to  the  establishment  of  an  additional  position)  is 
examined  as  to  the  duties  and  responsibilities  involved,  that  the  posi- 
tion is  classified  and  the  employee  in  it  paid  only  in  conformit}'^  with 
the  scale  set  for  the  class  in  which  it  is  placed. 

Adoption  of  recommendation  10  above  would  insure  enforcement 
of  the  classification.  It  provides  that  departments,  in  advising  the 
Congress  of  their  needs,  would  set  them  forth  in  a  way  that  would 
tell  the  exact  story  of  the  kinds  of  personal  service  required.  It 
also  contemplates  that  the  disbursing  authorities  in  authorizing  pay- 
ment for  personal  services  from  the  funds  provided  by  the  Congress 
must  secure  the  certificate  of  the  Classification  Agency  to  the  effect 
that  such  payments  are  in  accordance  with  the  schedules  of  pay  that 
the  Congress  has  authorized. 
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Begnlaiioiis  of  Pay  of  Employees  According  to  the  Schedules 
of  Compensation 

Recommendation  11. — The  Commission  recommends  that  here- 
after appointments  to  positions  in  the  Washington  service 
be  made  at  the  minimum  rates  provided  by  the  schedules  of 
compensation  applying  to  the  respective  classes  of  positions; 
that  the  compensation  of  an  employee  in  no  case  be  increased 
beyond  the  maximum  prescribed  for  his  position,  and  that 
periodical  increases  in  the  rates  of  compensation  of  employees 
within  the  ranges  prescribed  for  their  respective  positions 
be  made  from  rate  to  rate  as  set  forth  in  the  respective 
schedules,  upon  recommendation  by  the  head  of  the  depart- 
ment, bureau,  or  independent  establishment,  approved  by  the 
Classification  Agency,  such  approval  to  be  based  on  the  evi- 
dence of  current  emciency  records  or  such  other  testimony 
as  the  Classification  Agency  may  require  to  the  effect  that 
the  employee  has  rendered  service  of  a  satisfactory  standard 
and  has  increased  his  usefulness  to  the  Government  since  the 
date  of  his  last  advance  in  pay.  In  the  case  of  schedules 
where  no  intermediate  rates  are  prescribed,  the  Commission 
recommends  that  the  time  of  increases  in  pay  and  the  amounts 
of  such  increases  be  based  on  the  recommendation  of  the 
department  head,  the  approval  of  the  Classification  Agency 
also  to  be  required  in  each  case. 

In  all  the  recommendations  preceding,  except  the  one  stated  above, 
the  emphasis  has  been  placed  on  uniformity  in  the  pay  applying  to 
positions  of  the  same  class. .  It  has  been  proposed  that  the  minimum 
salary  prescribed  should  be  the  salary  that  the  employee  in  the 
position  ought  to  receive  at  the  outset.     It  has  been  proposed 
that  a  maximmn  salary  be  prescribed  which  is  the  most  that  an 
employee  in  that  class  of  work  can  earn  because  of  the  natural 
limitations  of  the  occupation.    Obviously,  the  advance  in  the  salary 
of  an  employee  from  the  time  he  starts  at  the  minimum  until  he 
reaches  the  maximum  should  be  based  on  the  increase  in  his  use- 
fulness to  the  Government.    It  should  serve  both  as  a  reward  for 
proved  efficiency  and  an  incentive  to  a  continuation  of  effort.    Under 
the  plan  proposed  it  will  be  the  business  of  the   Classification 
Agency  to  see  that  appointments  are  made  at  a  minimum  and  that 
advances  are  made  on  such  a  basis  of  proved  efficiency.    The  sched- 
ules, as  explained  in  the  full  description  later  in  this  part,  provide 
for  certain  steps  in  the  range  from  the  minimum  to  the  maximum 
which  are  intended  to  (control  the  rate  of  advance.    In  the  case  of 
certain  classes  of  positions,  however,  these  steps  are  omitted  on 
the  theory  that  there  should  be  no  such  control  of  the  rate  of 
advance.    The  form  of  the  schedules  is  discussed  in  a  later  section 
of  this  chapter. 
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A  Description  of  the  Recommended  Plan  of  Classification  and  of 
the  Class  Specifications — ^Basis,  Arrangement,  and  Contents. 

The  classification  of  positions  in  the  Washington  service  that  the 
commission  has  worked  out  ks  a  basis  for  the  equalizing  and  stand- 
ardizing of  salaries  is  presented  in  this  report  as  Part  II.  A  de- 
scription of  this  classification  should  probably  be  prefaced  by  a 
brief  statement  of  the  principles  upon  which  it  was  worked  out  and 
a  definition  of  some  of  the  special  terms  that  must  be  used  to  make 
the  description  clear. 

Principles  and  DEriNixioNs. 

The  act  requires  that  the  recommended  salaries  should  be  uniform 
for  the  same  "character  of  employment."  The  classification  is  for 
the  purpose  of  bringing  together  positions  involving  the  same  "  char- 
acter of  employment."  In  interpreting  this  expression  the  commis- 
sion proceeded  on  the  basis — 

1.  That  positions  and  not  individuals  were  to  be  classified. 

2.  That  the  duties  and  responsibilities  pertaining  to  a  position  con- 
stitute the  outstanding  characteristics  that  distinguish  it  from  other 
positions,  or  conversely,  that  mark  its  similarity  to  other  positions. 

3.  That  the  qualifications  in  respect  to  education,  experience, 
knowledge,  and  skill  necessary  for  the  performance  of  certain  duties, 
are  obviously  determined  by  the  nature  of  those  duties  and  hence  a 
statement  of  such  qualifications  assists  in  bringing  out  the  differences 
and  similarities  in  the  duties  involved,  and  constitutes  a  valuable 
aid  in  the  determination  of  the  proper  classification  of  positions. 

4.  That  the  individual  characteristics  of  those  persons  who  hap- 
pened to  occupy  the  positions  at  the  time  should  have  no  bearing  on 
the  classification.  In  other  words,  that  the  duties  the  incumbents 
are  required  to  perform  rather  than  the  age,  sex,  pay,  or  fitness  of 
such  incumbents  should  serve  as  the  basis  for  the  grouping  of  posi- 
tions according  to  likeness  in  the  "  character  of  employment." 

5.  That  positions  could  properly  be  considered  of  the  same  "  class  " 
as  involving  the  same  "  character  of  employment "  where  the  duties 
and  responsibilities  are  so  nearly  the  same,  that  persons  who  at  the 
time  of  appointment  could  be  considered  qualified  for  any  one  of 
such  positions  could  be  considered  equally  well  qualified  for  any 
one  of  the  others. 

Certain  terms  used  in  the  classification  and  in  the  following 
description  should  be  interpreted  in  the  light  of  the  following 
definitions : 

1.  Position, — A  "position"  is  a  specific  office,  employment,  or  job 
(whether  occupied  or  vacant)  calling  for  the  performance  of  cer- 
tain duties  and  the  exercise  of  certain  responsibilities  by  an  indi- 
vidual. 


REGIJ^SSIFICATION  COlOflSSION  REPOBT — PABT  I.  7$ 

2.  Cla$8. — ^A  ^^  class ''  is  a  group  of  all  positions  which,  regardless 
of  their  organization  connection,  or  location,  call  for  the  perform- 
ance of  substantially  similar  duties  or  work  and  involve  the  exercise 
of  responsibilities  of  like  importance  and  therefore  demand  sub- 
stantially the  same  qualifications  on  the  part  of  incumbents,  and 
are,  for  these  reasons,  subject  to  common  treatment  in  the  selection 
of  qualified  appointees  and  other  employment  processess,  and  that 
can  be  aptly  described  by  the  same  title. 

3.  Series  of  classes, — ^Where  a  number  of  "classes"  of  positions 
are  substantially  similar  as  to  the  type  of  work  involved  and  differ 
only  in  rank  as  determined  by  the  importance  of  the  duties,  the 
degree  of  responsibility  involved,  and  the  amount  of  training  and 
experience  required,  such  "classes"  constitute  a  "series,"  and  each 
is  given  a  title  containing  a  common  term  descriptive  of  the  type  of 
work,  with  a  modifying  term  indicative  of  the  relative  rank. 

4.  Service. — ^A  "service"  is  a  general  aggregation  of  classes  of 
positions  grouped  regardless  not  only  of  departmental  and  organi- 
zation lines,  but  also  regardless  of  rank,  on  the  basis  of  outstanding 
conmion  characteristics,  selected  more  or  less  arbitrarily  to  aid  in 
the  process  of  classification.  A  "  service  "  includes  positions  belong- 
ing to  a  given  occupation,  vocation,  calling,  profession,  business^ 
craft,  trade,  or  group  of  trades — a  general  line  of  work. 

The  Classification  Plan  In  General. 

Part  II  of  this  report  sets  forth  the  classification  in  detail.  There 
are  1,762  sets  of  specifications,  each  of  which  normally  covers  one 
class  of  positions.  In  some  cases,  however,  specifications  cover 
**  groups  of  classes  "  of  the  same  rank  but  having  special  variations 
with  respect  to  some  single  qualification  requirement  within  the 
group.  Each  set  of  specifications  applies  to  every  position  in  the 
class  (or  the  group  of  classes)  in  all  of  the  departments  and  inde- 
pendent establishments  in  the  Washington  Service,  be  it  a  large 
class  embracing  thousands  of  positions  or  the  smallest  possible  class 
embracing  only  one  position  truly  in  a  class  by  itself. 

The  classes  are  arranged  in  the  following  44  services: 

I.  Services  Involving  clerical,  office,  or  commercial  work: 

1.  Adniinistrative  and  supervisory  clerical  service. 

2.  AflBessor  and  appraiser  service. 

3.  Court  clerk  and  docket  service. 

4.  Departmental  publications  and  Information  service. 

5.  Fiscal  and  accounting  service. 

6.  Mail,  file,  and  record  service. 

7.  Messenger  service. 

8.  Mlacellaneoua  clerical  service. 

9.  Office  appliance  operating  service. 
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10.  Personnel  service. 

11.  Specialized  business  service. 

12.  Supply  and  equipment  service. 

13.  Telephone  and  telegraph  operating  service. 

14.  Typing,  stenographic,  correspondence,  and  secretarial  s<jrviro. 

II.  Services  involving   the   skilled   trades,   manual   labor,   public   »if4»ly,   or 
related  work: 

15.  Custodial  and  Janitor  service. 

16.  Detention  and  reformatory  service. 

17.  Domestice  service. 

18.  Engineman  service. 

19.  Farm,  garden,  and  park  maintenance  service. 

20.  Fire  service. 

21.  Investigational  and  inspectional  serWce. 

22.  Marine  operating  service. 

23.  Police  and  criminal  investigation  service. 

24.  Printing  trades  service. 

25.  Skilled  trades  and  labor  service. 

III.  Services  involving  scientific,  technical,  professional,  or  subsidiary  work : 

26.  Actuarial  service. 

27.  Agricultural  promotion  and  extension  service. 

28.  Architectural  service. 

29.  Arts  service. 

30.  Biological  science  service. 

31.  Chaplain  service. 

32.  Community  and  recreation  service. 

33.  Economic  and  political  science  service. 

34.  Educational  service. 

35.  Engineering  service. 

36.  Law  and  examiner  service. 

37.  Library  service. 

38.  Medical  science  service. 

39.  Nursing  service. 

40.  Patent  service. 

41.  Physical  science  service. 

42.  Social  science  service. 

43.  Statistical  service. 

44.  Translating  service. 

Each  service  is  preceded  by  a  list  of  the  classes  it  contains.  Within 
each  service  the  specifications  for  the  various  classes  are  arranged  in 
series,  each  of  which  begins  with  the  class  of  the  lowest  rank  and  ends 
with  that  of  the  highest  rank.  There  may  be  only  two  classes  in 
the  series,  there  may  be  seven  or  eight.  All  told  there  are  376  series 
and  in  addition  there  are  some  378  classes  that  do  not  fall  in  anv 
series. 

Following  the  specifications  for  each  class,  or  group  of  classes,  is 
given  the  recommended  schedule  of  compensation  in  the  form  de- 
scribed in  the  next  section  of  this  part  of  the  report. 

A  complete  alphabetical  list  of  the  classes  appears  in  the  back  of 
the  book.    This  includes,  in  addition  to  the  class  titles,  the  names  of 
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the  groups  and  of  the  seryices  and  series  to  aid  the  inquirer  in  finding 
all  the  classes  covering  lines  of  work  in  which  he  may  be  interested. 

Each  set  of  specifications  contains  four  main  features,  the  title 
of  the  class,  a  statement  of  duties,  a  statement  of  qualifications,  and 
the  principal  lines  of  promotion  from  and  to  the  class. 

The  Title  of  the  Class. — ^The  title  describes,  as  accurately  as  can 
be  done  in  a  word  or  two,  the  class  of  positions  as  a  whole.    It  will 
become  the  title  of  each  position  in  the  class  and  will  also  apply  to 
every  employee  holding  a  position  in  the  class.    In  many  cases,  of 
course,  the  class  titles  are  entirely  different  fi'om  the  present  pay 
roll  or  customary  departmental  titles  of  the  positions  that  properly 
go  into  the  class.     They  have  been  carefully  selected  with  a  view 
to  obtaining  aptness  and  brevity  in  description.    However,  the  titles 
now  appearing  in  appropriation  bills  and  departmental  records  have 
been  given  preference  and  have  been  retained  whenever  they  are 
consistent  with  the  Commission's  classification.    The  title  invariably 
<:ontains  a  substantive  word  in  form  indicating  the  kind  of  work 
common  to  all  of  the  positions  in  the  class  (e.  g.,  stenographer)  gen- 
erally with  a  prefixed  word  in  adjective  form  indicating  the  ranking 
of  the  class  on  the  basis  of  difiiculty  of  duties,  degree  of  responsi- 
bility involved,  or  extent  of  qualifications  required  for  the  perform- 
ance of  the  duties  of  the  positions  in  the  class  (e.  g.,  "  senior '^ 
stenographer).    The  use  of  numerals  or  letters  to  indicate  this  rank- 
ing element  in  the  classification  has  been  rejected  in  the  work  of  the 
Commission  because  they  would  imply  equal  differences  between  the 
classes  within  a  service  and  also  a  standardization  of  the  ranks  or 
grades  of  classes  that  is  not  supported  by  the  facts  about  the  varia- 
tions between  positions.    In  the  use  of  adjectives  in  the  titles,  stand- 
ard terminology  has  been  adopted  so  far  as  possible.    The  adjectives 
in  the  series  of  classes  in  the  clerical  services,  beginning  with  thei 
lowest,  are  "  under,"  "  junior,"  "  senior,"  "  principal,"  "  head,"  and 
^  chief.*'  The  term  "  senior  "  in  these  services  has  ordinarily  been  used 
for  the  position  held  by  an  employee  who  has  reached  the  journey- 
man stage  of  development  and  has  demonstrated  full  capacity  for 
the  average  position  typical  of  the  series.     The  "junior"  is  ordi- 
narily the  employee  doing  the  simpler  duties  of  the  type,  while  the 
*' under"  is  generally  one  without  any  previous  experience  doing 
beginner's  work  of  the  type. 

The  adjectives  "  principal,"  "  head,"  and  "  chief  "  in  titles  might 
at  first  appear  to  be  synonyms  but  by  precedents  set  in  various 
mimicipal  and  state  classifications  they  have  come  to  indicate  the 
ranking  of  higher  classes  of  positions  from  principal  up. 

In  the  scientific  and  technical  services  the  adjectives  in  the  series 
are  somewhat  different,  being  taken  by  analogy  from  titles  used  in 
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the  field  of  higher  education,  and  running  as  follows :  "  junior,"  "  as- 
sistant," "associate,"  full  rank  (indicated  by  the  absence  of  any 
adjective),  and  "senior." 

The  titles  contain  words  indicating  the  depaitment  in  which  tlie 
positions  are  found  only  in  those  cases  where  the  class  of  positions 
is  peculiar  to  that  department  and  is  likely  to  remain  so  bidefinitely. 
In  order  that  classies  peculiar  to  the  District  of  Columbia  government 
may  be  readily  distinguished,  the  words  "District  of  Columbia" 
have  been  appended  to  the  titles  (e.  g.,  Coroner,  District  of  Colum- 
bia). 

Where  the  "  group  of  classes  "  appears,  the  name  of  the  group  is 
the  part  of  the  titles  of  the  classes  which  is  common  to  them  all,  both 
the  substantive  and  the  adjective.     For  the  special  classes  in  the 

* 

group  the  variation  in  title  is  indicated  in  parentheses. 

The  Duties  Statement. — The  two  divisions  in  the  class  specifica- 
tions under  side  headings  "  Duties  "  and  "  Qualifications  "  together 
define  the  class  and  indicate  its  scope.  Of  these,  the  foundation  state- 
ment is  that  under  the  heading  of  "Duties."  This  is  put  in  the 
infinitive  form  and  contains,  ordinarily,  a  broad  statement  descrip- 
tive of  the  work  performed  in  positions  that  come  within  the  class, 
followed  by  a  description  of  the  responsibilities  involved,  including 
both  supervisoiy  responsibility  and  responsibility  for  work  inde- 
pendent of  supervision.  As  far  as  possible  standard  terminology  has 
been  used  to  indicate  the  degree  of  supervision  under  which  the  duties 
are  performed.  "  Under  immediate  supervision  "  indicates  that  all 
work  performed  is  closely  scrutinized  by  a  superior ;  "  under  super- 
vision "  indicates  that  all  work  is  done  under  the  personal  observa- 
tion of  a  superior ;  "  under  general  supervision  "  indicates  consider- 
able independence  of  action  in  carrying  out  instructions;  "under 
,  direction "  implies  practically  independent  execution  of  plans  de- 
veloped by  a  superior ;  and  "  under  general  direction  "  carries  the 
idea  of  development  and  execution  of  plans  along  the  lines  of  a  very 
general  program  laid  down  by  a  superior. 

Other  clauses  in  amplification  of  the  general  statement  are  in- 
cluded in  sufficient  detail  to  give  an  outline  picture  of  the  class  con- 
cerned in  relation  to  the  other  classes  in  the  same  service  or  in  other 
services.  The  duties  statement  for  every  set  of  specifications  con- 
cludes with  a  clause  covering  duties  not  specificially  mentioned.  For 
classes  of  positions  in  which  the  duties  are  of  a  supervisory  nature 
this  reads  "  and  to  perform  other  related  work,"  and  for  classes  of 
positions  in  which  the  work  is  supervised  the  phrase  "and  to  per- 
form related  work  as  required  "  is  used.  It  is  believed  that  this 
covers  those  slight  variations  that  come  from  the  assignments  of 
employees  to  special  tasks  fi'om  time  to  time  to  meet  departmental 
emergencies  and  fluctuations  in  work. 
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ExAMPiJss  OF  Duties. — ^In  many  sets  of  specifications  examples  are 
given  in  addition  to  the  general  statement  of  duties.  These  examples, 
set  forth  in  participial  form,  are  used  to  show  the  variation  in  details 
of  work  that  the  incumbent  of  any  position  in  the  class  may  be  called 
upon  to  perform.  They  serve  to  support  and  explain  the  scope  of 
the  class  as  indicated  in  more  general  terms  by  the  duties  statement. 
They  will  also  assist  in  allocating  to  its  proper  class,  a  given  position 
of  known  duties.  The  examples  of  duties  as  given  are  not  to  be 
ronsidered  as  inclusive  or  exclusive,  nor  do  all  the  kinds  of  work 
listed  necessarily  apply  to  any  one  position. 

The  Quaufications  Statement. — ^The  statement  of  qualifications 
covers  two  or  more  of  the  following  five  lines:  (1)  Education  and 
training:  (2)  Experience;  (3)  Special  knowledge  of  subject  matter, 
process,  or  method :  (4)  Traits  of  character:  (5)  Physical  attrilnites. 
The  qualifications  in  every  case  are  those  which  any  person  should 
possess  to  be  eligible  for  appointment  to  a  position  within  the  class. 
They  serve  primarily  to  assist  in  defining  the  character  of  the  em- 
ployment covered  by  the  class,  supplementing  the  duties  statement. 
Incidentally  they  should  be  of  great  value  to  the  agency  that  must 
recruit  the  service.  Since  proficiency  increases  with  experience  and 
industry  in  the  work  of  the  class,  the  qualifications  set  up  are  not  those 
of  the  employee  who  has  attained  the  maximum  usefulness  but  those 
properly  required  of  an  employee  at  entrance.  Moreover,  since  the 
Government  wishes  to  provide  the  widest  possible  competition  for 
merit  appointment  to  positions  in  the  various  classes,  the  qualifica- 
tions are  put  at  the  minimum  to  secure  efficient  service  from  the  en- 
tering employees. 

Ordinarily  the  educational  requirements  are  given  first.  These 
are  given,  depending  on  the  extent  of  education  required,  in  the  fol- 
lowing form:  (1)  "Common  school  education;"  (2)  "Training 
equivalent  to  that  represented  by  graduation  from  a  high  school ;  " 
(3)  "  Training  equivalent  to  that  represented  by  graduation  with  a 
degree  from  an  institution  of  recognized  standing."  In  no  case  has 
the  Commission  recommended  that  the  possession  of  a  degree  or  a 
certificate  from  an  educational  institution  be  made  an  absolute  re- 
quirement. In  every  case  it  has  specified  educational  qualifications 
'•  equivalent  to  "  the  education  represented  by  a  formal  certificate  or 
degree.  This  has  been  with  the  definite  view  that  the  employee 
who  through  general  reading  or  private  study  has  acquired  the 
equivalent  of  the  education  measured  by  formal  certificates  or  degrees 
is  just  as  much  desired  for  the  Government  service  as  any  other. 
It  is  left  to  the  employing  authorities  to  apply  these  terms  of 
equivalent45,  under  the  limitations  of  the  proposed  bill  reading  as 
follows : 
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"  Whenever  the  possession  of  a  university  or  college  degree  or  a 
high-school  diploma,  or  the  equivalent  of  such  degree  or  diploma,  is 
prescribed  as  a  qualification. for  a  class,  the  Commission  shall  pre- 
scribe as  such  equivalent  a  standard,  or  standards,  based  on  experi- 
ence or  demonstrated  ability  in  the  performance  of  duties  similar  ta 
those  prescribed  for  such  class,  which  will  be  accepted  as  such, 
equivalent." 

In  setting  up  the  experience  requirements  emphasis  has  been  laid 
on  the  character  of  experience  rather  than  its  length.  Only  in  un- 
usual cases  has  more  than  five  years  of  service  of  a  certain  specified 
kind  been  prescribed.  This  item  includes  statements  showing  where- 
the  experience  must  have  been  secured  or  where  it  should  preferably 
have  been  secured. 

In  some  cases  a  statement  of  special  knowledge  required  in  addi- 
tion to  that  clearly  indicated  by  the  character  of  the  experience- 
necessary  is  given.  For  example,  "  Thorough  knowledge  of  the  laws 
and  regulations  in  force  in  the  District  of  Columbia  relating  to 
public  health ; "  "Ability  to  read  scientific  French  and  German  and 
to  prepare  in  clear  and  concise  English  manuscript  dealing  with 
work  in  meteorology ; "  "  Knowledge  of  the  use  of  drawing  instru- 
ments and  ability  to  use  them  neatly." 

Native  and  acquired  ability  and  qualities  of  character  are  shown 
for  each  class  of  supervisory  positions,  and  some  phrase  descriptive 
of  the  character  of  supervisory  ability  required  is  given.  In  the 
interest  of  standardization  the  words  "  administrative  ability "  are 
used  uniformly  instead  of  "executive  ability."  The  qualities  of 
initiative,  industry,  enthusiasm,  honesty,  sobriety,  and  patience  are 
not  indicated  except  in  special  cases,  being  regarded  as  requisites  of 
all  classes  of  positions.  But  whenever  the  possession  of  a  quality  is 
preeminently  necessary  for  the  performance  of  the  work  in  ques- 
tion it  is  given.  For  example, "  Junior  information  clerk  "  is  required 
to  have  tact  and  good  address.  Physical  attributes  are  indicated 
for  many  of  the  classes  of  the  skilled  trades  and  for  the  classes 
in  the  police,  fire,  and  custodial  services,  where  health  and  strength 
are  essential  requirements.  Also  for  some  of  the  classes  of  the  clerical 
services  physiciil  qualifications  are  required.  For  example,  in  exam- 
ining finger  prints,  "  good  eyesight "  is  necessary. 

Where  the  specifications  apply  to  a  "  group  of  classes,"  the  duties 
statement  is  followed  by  a  statement  of  common  qualifications  apply- 
ing to  all  of  the  classes  in  the  group  and  then  a  statement  under  a 
separate  heading  of  "special  qualifications,"  which  indicates  those 
qualifications  that  differentiate  between  the  classes  in  the  group — 
usually  knowledge  of  a  special  subject  matter — as  indicated  by  the 
titles  of  the  respective  classes. 
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PsEsciPAii  Lines  of  Promotion. — The  statements  of  duties  and 
qualifications — ^the  specifications  proper — are  followed  for  most  of 
the  classes  with  a  section  headed  ^'Principal  lines  of  promotion." 
Under  this  the  first  line  begins  with  the  word  ^^  From  "  and  lists  one 
or  more  classes  of  positions  involving  duties  of  less  difficulty,  less 
responsibility,  and  fewer  qualifications.  Employees  in  these  classes 
of  lower  rank  should  be  eligible  for  competition  for  promotion  on 
merit  to  the  class  concerned.  The  second  line  begins  with  the  word 
''To"  and  lists  one  or  more  classes  of  positions  involving  more 
difficult  duties,  greater  responsibilities,  and  higher  qualifications,  to 
which  employees  in  the  class  concerned  should  be  eligible  to  compete 
for  promotion.  The  listing  of  these  principal  lines  of  promotion 
does  much  toward  setting  the  upper  and  lower  boundaries  of  the 
class.    It  is  a  valuable  supplement  to  the  specifications  proper. 

The  lines  of  promotion  listed  are  merely  the  main  lines.  They 
are  neither  exclusive  nor  inclusive.  The  Commission  recommends  a 
policy  of  the  broadest  avenues  of  promotion  possible,  not  only  within 
bureaus  and  departments,  but  across  department  lines.  It  has  recom- 
mended this  broad  plan  of  promotion  outlined  elsewhere  in  this  re- 
port as  a  fundamental  feature  of  the  comprehensive  employment 
policy  designed  to  secure  efficiency  and  the  desired  morale  in  the 
sendee  as  a  whole. 

It  is  to  be  remembered  that  the  development  of  such  a  classifica- 
tion as  that  herewith  submitted,  with  principal  lines  of  promotion 
indicated,  has  been  awaited  by  the  Civil  Service  Commission  as  a 
preliminary  to  the  establishment  of  the  competitive  system  for  true 
promotion — that  is,  for  advance  from  class  to  class,  as  distinguished 
from  mere  salary  increase  within  a  class. 

■  ^^ 

A  Description  of  the  Schedules  of  Compensation — ^Their  Basis 

and  Form. 

The  Commission  has  worked  out  schedules  of  compensation  for 
the  classes  of  positions  in  the  Washington  service  which  are  in- 
cluded in  Part  II,  and  recommends  their  adoption.  The  Congress 
will  be  interested  to  know  of  the  various  considerations  and  facts 
that  were  laid  before  the  Commission  during  the  process  of  setting 
up  the  salary  scale  that  is  recommended  in  this  report.  The  Con- 
gress will  also  need  to  have  explanations  as  to  how  it  is  proposed 
that  the  schedules  be  applied  and  administered.  These  matters  are 
discussed  in  the  following  pages. 

Determination  of  Wage  Policy. 

The  mandate  of  Congress  to  the  Commission  to  "  provide  uniform 
and  equitable  pay  for  the  same  character  of  employment  throughout 
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the  District  of  Columbia  "  involved  a  task  the  difficulties  of  which 
oan  hardly  be  overstated.  In  the  first  place  material  salary  in- 
creases for  the  full  force  of  107,000  employees  would  constitute  a 
most  serious  drain  on  the  public  treasury,  at  a  time  when  the 
taxtpayers  were  already  burdened  with  an  unprecedented  national 
debt.  On  the  other  hand,  justice  demands  that  the  Gk)vemment  pay 
a  wage  adequate  and  fair  in  view  of  the  increased  cost  of  living. 

The  task  was  rendered  especially  difficult  because  the  existing 
salary  rates  could  not  be  depended  upon  as  furnishing  a  safe  guide 
in  arriving  at  new  rates,  since  they  had  not  been  fixed  in  accordance 
with  anything  approaching  a  standard  salary  scale.  Nor  was  it 
possible,  to  secure  reliable  forecasts  of  the  probable  movement  in  the 
cost  of  living  within  the  immediate  future.  Some  persons  regard  it 
as  having  reached  its  peak  and  as  being  likely  to  recede,  whereas 
others  believe  it  will  continue  to  advance. 

Finally,  wages  paid  in  the  industrial  and  conunercial  world,  with 
which  comparisons  necessarily  were  to  be  made,  have  been  and  are 
subject  to  changes  that  take  place  with  almost  bewildering  rapidity-. 

In  view  of  the  complexity  of  the  undertaking,  an  outline  of  a  wage 
policy  was  laid  before  the  Commission  for  its  consideration,  in  whicli 
an  effort  was  made  to  bring  together  the  various  factors  that  should 
be  considered  in  the  formulation  of  a  satisfactory  method  of  fixing 
salaries.  In  order  that  the  utmost  possible  light  might  be  thrown 
on  all  the  phases  and  implications  of  the  policy  suggested,  the  Com- 
mission invited  a  number  of  men  and  women  in  the  Government  serv- 
ice, or  representative  of  it,  to  serve  as  an  advisory  committee.  This 
committee  was  composite  in  character,  including  three  representa- 
tives of  the  administrative  staff,  three  of  the  employees,  and  four 
economists,  chosen  from  various  Government  departments.  Among 
other  things  the  committee  directed  its  attention  particularly  to  three 
questions ;  the  minimum  living  wage,  the  feasibility  of  periodic  wage 
adjustments  on  the  basis  of  the  changing  purchasing  power  of  the 
dollar,  and  the  effect  of  reclassification  on  the  lump  sum  and  statu- 
tory methods  of  appropriation.  The  recommendations  and  argu- 
ments on  these  three  topics  were  submitted  to  the  Commission  in  a 
special  report  and  given  proper'  consideration. 

The  Bureau  of  Labor  Statistics  was  requested  to  work  out  three 
quantity  budgets  based  on  living  conditions  in  Washington.  These 
budgets  were  to  indicate  the  amounts  necessary  for  a  single  man,  a 
single  woman,  and  a  family  of  five  to  maintain  life  in  health  and 
decency  according  to  the  standards  of  clerical  workers  in  Washing- 
ton. The  three  quantity  budgets  with  prices  attached  as  of  October, 
1919,  were  laid  before  the  Commission  for  its  consideration,  by  tlie 
Bureau  of  Labor  Statistics. 
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Among  other  things,  the  Advisory  Committee  on  Wage  Policy 
recommended  to  the  Commission  that  it  fix  salaries  on  the  prewar 
basis  of  1914  by  adding  a  percentage  that  would  enable  the  em* 
ployees  to  maintain  the  same  standard  of  living  as  then. 

The  first  difficulty  in  considering  this  recommendation  was  that  it 
proved  to  be  practically  impossible  to  collect  sufficient  information 
in  the  large  majority  of  services  to  form  a  basis  for  any  such  compu- 
tation. This  was  due  to  the  fact  that  it  was  impossible  to  classify 
1914  positions  in  terms  of  the  proposed  classification.  In  many  in- 
stances where  interested  members  of  certain  services  succeeded  in 
working  out  an  apparently  satisfactory  average  for  1914,  it  was  dis- 
covered that  this  average  often  ran  higher  than  the  1919  average  for 
the  same  positions.  The  latter  figure  was,  of  course,  derived  from 
the  total  number  of  positions  in  the  class,  whereas  the  1914  average 
was  based  on  a  limited  number  of  what  appeared  to  be  typical  cases. 

Furthermore,  it  was  found  that  an  increase  over  1914  salaries  com- 
parable to  the  increase  in  the  cost  of  living  often  produced  a  figure 
much  in  excess  of  what  outside  standards  would  justify.  Finally, 
it  seemed  quite  out  of  the  question  to  accept  the  1914  scale  as  a 
normal  standard  on  account  of  the  inconsistencies  and  inequalities 
in  the  Government  salary  scale  taken  as  a  whole,  as  has  been  described 
in  Chapter  II.  Nevertheless  the  1914  averages  for  a  considerable 
number  of  classes,  together  with  figures  showing  an  88  per  cent 
increase,  were  submitted  to  the  Commission. 

Tables  on  Salary  Conditions  as  of  April  30,  1919 

Of  much  more  importance  were  the  tables  prepared  by  the  Sta- 
tistical Division,  showing  salary  conditions  in  the  service  as  they 
existed  on  April  30, 1919.  The  figures  as  to  the  minimum,  weighted 
average,  and  maximum  for  each  class  were  transferred  to  the  sum- 
mary table  showing  outside  wage  data  and  other  pertinent  ma- 
terial referred  to  later,  and  were  laid  before  the  Commission.  In 
this  connection  cost  of  living  tables  and  charts  were  also  brought 
to  the  attention  of  the  Commission.  Inconsistencies  in  the  April, 
1919,  salary  scale,  however,  made  it  impossible  to  suggest  to  the  Com- 
mission any  uniform  percentage  increase  of  the  1919  basic  salaries 
that  would  correspond  to  the  increased  cost  of  living. 

The  Commission  recognized  the  impossibility  of  deciding  on  a 
^lary  standard  that  might  be  considered  permanent  because  of  the 
uncertainty  of  the  cost  of  living  fluctuations.  It  therefore  concluded 
early  in  its  deliberations  to  recommend  that  the  salary  scale  to  be 
submitted  to  the  Congress  should  be  subjected  to  revision  in  accord- 
ance with  any  material  changes  in  the  cost-of-living  figures.  In 
1M919— 20— PT  1 — ^  I 
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order  to  make  this  possible  the  Commissioii  recommends  further  that 
the  Congress  should  make  provisions  for  recommendations  on  the 
subject  by  the  Civil  Service  Commission,  assisted  by  the  Bureau  of 
Labor  Statistics  or  some  other  designated  agency.  In  other  words, 
it  is  considered  that  the  Congress  should  make  provision  for  future 
salary  increases  or  decreases  as  the  cost  of  living  changes.  The 
accompanying  salary  recommendations  are  based  upon  tliis  premise. 
In  addition,  the  Commission  recommends  that  the  Congress  instruct 
the  Civil  Service  Commission,  with  the  assistance  of  the  agency  co- 
operating with  it,  to  make  recommendations  looking  toward  the 
elimination  of  inconsistencies  in  the  salary  scale  adopted  as  well  asi 
those  that  may  develop  from  time  to  time,  and,  further,  to  investi- 
gate currently  changing  wage  conditions  outside  the  Government 
service. 

The  Commission  decided  that  it  was  only  reasonable  and  just,  in 
determining  salaries,  to  take  into  account  the  suggestions  of  both  the 
wage  earners  and  the  officers  responsible  for  maintaining  an  effi- 
cient staff  of  workers.  It  accordingly  arranged  for  the  holding  of 
public  hearings  and  asked  the  advisory  committees,  described  in 
Chapter  VII  of  this  report,  to  arrange  for  having  representatives  of 
the  employees  and  the  administrative  officers  present  figures  and  sup- 
porting arguments  as  to  what  seemed  to  them  to  be  proper  scales 
for  the  various  services.  Much  careful  thought  was  devoted  to  the 
preparation  of  salary  schedules  and  a  considerable  amount  of  perti- 
nent and  significant  supporting  data  was  submitted  by  the  repre- 
sentatives at  the  hearings.  Two  of  the  large  groups  of  services— 
(1)  the  clerical  services  and  (2)  most  of  the  technical,  scientific,  and 
professional  services — organized  coordinating  committees,  which  pre- 
sented uniform  salary  standards  for  the  services  in  their  respective 
groups.  On  the  whole,  important  contributions  were  made  as  a 
result  of  the  cooperation  of  the  hearing  committees. 

There  were  also  before  the  Commission,  the  various  bills  recently 
passed  by  one  or  both  of  the  Houses  of  the  Sixty-sixth  Congress,  in 
which  additional  compensation  was  provided  for  employees  of  the 
Government.  These  bills  had  to  do  with  the  Postal  Service,  the 
police  and  fire  department,  the  Army  and  Navy,  the  employees  of 
the  Patent  Office,  and  some  of  the  school  teachers.  The  increases 
provided  in  these  bills  for  practically  all  of  these  groups  range  from 
24  per  cent  to  32  per  cent  over  the  basic  salaries  being  paid  previous 
to  this  time.  It  was  considered  that  these  increases  indicated  that  the 
Congress  recognized  the  importance  of  materially  increasing  salaries 
in  order  to  maintain  proper  standards  in  the  service. 

The  various  factors  of  the  progressive  wage  policy  outlined  in  some 
detail  in  the  Esch-Cummings  railroad  bill  that  was  recently  enacted 
by  the  Congress  were  also  given  attention  by  the  Commission. 
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Because  of  the  unsatisfactory  nature  of  the  salary  standards  now 
prevailing  within  the  service,  the  Commission  naturally  turned  for 
guidance  to  the  outside  world  where  the  forces  of  competition  and 
supply  and  demand  are  continously  engaged  in  bringing  about  a 
more  satisfactory  standard  and  where  personal  services  can  be  esti- 
mated, in  a  measure,  in  terms  of  the  value  of  the  product.  Besides 
the  Government  must  compete  with  this  outside  market  for  recruits 
for  its  own  forces. 

Gathering  of  Data  on  Outside  Salaries 

For  th^e  reasons  it  was  decided  to  send  a  number  of  agents  into 
the  field  to  discover  what  salaries  were  being  paid  for  similar  serv- 
ices outside  of  Government  employment.  The  proportions  of  this 
undertaking  can  hardly  be  exaggerated.  The  goal  w^as  to  determine 
what  average  rates  were  being  paid  for  key  classes  in  a  total  list 
of  nearly  1,800,  the  key  classes  to  serve  as  a  guide  for  related  classes 
and  for  the  sisrvices  for  which  comparisons  could  not  readily  be 
found  outside. 

In  the  time  available,  it  was  possible  to  investigate  only  a  sdected 
number  of  outside  establishments.  These  were  chosen  after  con- 
sultation with  administrative  oflScials  and  employees  acquainted  with 
the  special  field.  In  general  it  was  the  purpose  of  the  Commission 
to  have  data  collected  from  employers  with  whom  the  Government 
does  compete  or  may  compete. 

The  salary  data  collected  in  this  investigation  were,  as  a  rule, 
tabulated  to  show  the  minimum,  weighted  average,  and  maximum 
salary  for  the  different  workers,  classifying  them  on  the  basis  used 
for  the  Government  employees.  Such  advantageous  features  as  any 
bonus  received,  equities,  and  promised  increases  in  salaries  were 
also  tabulated.  These  data  proved  useful  with  reference  to  the' 
key  alasses. 

Permanency  of  Tenure  in  Government  Service 

It  was  considered  only  fair  to  the  Government  as  an  employer 
that  some  weight  should  be  given  to  those  conditions  of  employment 
that  make  the  service  attractive.  One  of  the  chief  evils  of  industrial 
life  Is  the  insecurity  of  the  "  job,"  due  to  a  variety  of  conditions,  such 
as  hard  times,  irregularities  of  the  market,  and  pei*sonal  difficulties 
with  the  employer  or  his  agents.  But  the  regular  employee  of  the 
Government  is  not  discharged  in  hard  times,  and  a  position  in  the 
classified  service  ordinarily  represents  to  him  comparative  security 
and  permanency  of  tenure.  Generous  leave  provisions.  l)oth  sick  and 
annual,  together  with  generous  administration  of  these  provisions. 
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are  not  easily  matched  in  the  industrial  world.  The  seven-hour-day 
for  clerical  and  scientific  workers  is  another  favorable  feature.  Such 
considerations  are  properly  to  be  taken  into  account  in  determining 
compensation. 

On  the  other  hand,  is  the  fact  that  most  employees,  on  account  of 
the  apportionment  law,  are  "  foreigners "  in  Washington.  They 
must  establish  themselves  in  a  city  where  living  costs  are  high.  They 
must  also  pay  on  the  average  a  considerable  amount  for  transporta- 
tion if  thev  are  to  visit  their  friends  and  relatives  at  home.  An  addi- 
tional  disadvantage  for  the  technical  and  scientific  workers  particu- 
larly is  that  opportunities  for  outside  work  are  less  than  in  many 
positions  elsew^here,  and  the  amount  of  free  time  and  the  chance  for 
individual  initiative  are  usually  less  than  in  university  work,  for  in- 
stance. These  conditions,  as  well  as  those  that  make  Government 
service  more  attractive  than  service  in  the  outside  world,  were  pre- 
sented to  the  Commission  and  are  discussed  more  fuUj^  in  the  next 
chapter  of  this  report. 

Unquestionably  one  of  the  most  difficult  phases  of  the  Commis- 
sion's task  was  to  set  up  a  salary  schedule  that  would  be  thoroughly 
consistent  within  itself  and  equitable  as  between  different  lines  of 
work.  In  order  that  the  question  of  equity  might  be  given  proper 
attention,  the  staff  constantly  made  comparisons  between  the  services 
for  which  salaries  had  already  been  determined  and  the  new  services 
that  were  being  considered.  This  naturallv  led  to  a  reconsideration 
of  previous  decisions  in  certain  instances. 

The  policy  was  to  consider  key  services  or  key  groups  of  services 
and  then  to  relate  other  services  to  them.  For  instance,  a  number  of 
the  clerical  services,  the  skilled  trades,  the  engineering,  and  in  con- 
junction with  them,  certain  scientific  services,  were  considered  as 
•group  units.  When  about  one-half  of  the  important  services  had 
been  covered  the  figures  for  them  were  used  as  a  general  guide  for 
the  remainder.  In  grouping  related  services  and  related  classes  of 
related  services,  training,  experience,  and  other  qualifications,  as 
well  as  compensation,  both  inside  and  outside  the  Government,  were 
all  given  consideration  in  arriving  at  the  recommendation.  As  a 
result  a  coordination  took  place  between  classes,  between  services, 
and  between  groups  of  services! 

Estimates  on  Effects  of  Proposed  Rates  on  Pay  Roll  Costs 

Concerning  some  of  the  services  in  which  a  large  majority  of  the 
employees  were  found,  estimates  were  prepared  and  laid  before  the 
Commission  by  the  statistical  staff  that  showed  the  probable  increase 
or  decrease  in  the  pay  roll  that  would  be  entailed  for  the  services  un- 
der consideration,  should  the  Commission  adopt  the  proposed  salary 
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schedules.  These  data  were  compiled  from  the  recommendations  of 
the  staff  on  the  one  hand  and  from  the  pay  rolls  of  April  30,  1919, 
on  the  other.  In  the  latter  case,  both  the  basic  pay  and  the  basic 
pay  plus  the  bonus  were  taken  into  account. 

In  concluding  this  section,  reference  should  be  made  to  the  funda- 
mental consideration  in  working  out  an  equitable  salary  schedule; 
that  is,  the  character  of  the  employment  itself. 

Prerequisites  as  to  training  and  length  of  experience  as  well  as  the 
specifications  of  the  duties  and  the  responsibilities  involved  deter- 
mine the  lines  of  demarcation  drawn  between  classes  in  the  clas- 
sification. As  the  specifications  of  the  various  services  deal  with 
just  these  aspects  of  the  positions,  they  were  necessarily  constantly 
consulted  in  the  development  of  the  scale  of  salaries.  Accordingly 
the  salary  range  within  a  given  service  and  the  various  increases 
from  class  to  class  aim  to  recognize  and  reflect  the  differences  of  du- 
ties and  responsibilities  as  defined  in  the  specifications.  More  skill, 
higher  educational  requirements,  a  longer  period  of  training,  and 
greater  responsibility  obviously  should  carry  a  proportionately 
higher  wage. 

A  further  important  aspect  of  the  character  of  the  work  is  as  to 
whether  it  offers  opportunity  for  advancement.  The  "  blind-alley 
job''  should  be  paid  a  higher  salarj'  than  the  one  which  serves  as 
the  first  stage  in  a  "  career."  For  instance,  the  laboratory  helper 
should  receive  more  than  the  laboratory  aid.  The  former  is  not 
likely  to  progress  beyond  his  present  position,  while  the  latter,  be- 
cause of  his  higher  educational  qualifications,  is  only  at  the  beginning 
of  his  career. 

It  will  appear  from  the  above  summary  of  the  facts  and  considera- 
tions brought  to  the  attention  of  the  Commission,  that  an  effoit  was 
made  to  enable  it  to  weight  all  possible  factors  that  properly  influ- 
ence compensation  and  to  come  to  a  decision  that  would  be  really 
equitable.  Since  the  Commission  was  working  to  a  time  limit,  it 
arrived  at  its  decisions  without  giving  as  much  consideration  to 
certain  of  the  factors  involved  as  it  desired.  It  is,  furthermore,  ap- 
preciated that  any  salary  scale  set  up  even  under  the  most  favorable 
circumstances  will  be  subject  to  the  need  of  frequent  revisions.  For 
these  reasons  the  Commission  earnestly  commends  to  the  attention  of 
the  Congress  the  desirability  of  empowering  the  Civil  Service  Com- 
mission to  cooperate  with  other  Government  agencies  in  making  a  con- 
tinuous study  of  the  Government  salary  schedules  after  they  have 
been  determined  by  the  Congress,  in  order  to  eliminate  inconsistencies 
and  to  keep  the  schedules  current  with  all  the  factors  that  properly 
affect  them. 
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The  Form  of  the  Schedules  of  Compensation. 

The  schedules  of  pay  as  they  appear  in  the  accompanying  classi- 
fication provide  usually  for  each  class  a  range  from  minimum  to 
maximum  with  specified  steps  within  the  range.  These  steps  mark 
an  annual  increase  for  those  holding  positions  within  the  class  whose 
efficiency  records  meet  tHe  progressive  standards  of  efficiency  set  for 
the  different  grades  within  the  class  from  the  lowest  level  to  the 
highest.  In  other  words,  the  minimum  salary  will  be  paid  not  only 
*;o  those  entering  the  class  but  also  to  those  whose  efficiency  does  not 
go  beyond  the  average  set  for  the  entrance  grade  regardless  of  the 
length  of  service.  On  the  other  hand,  the  maximum  salary  for  the 
class  will  be  paid  oiily  to  those  who  have  served  the  specified  number 
of  years  and  have  also  reached  the  maximum  standard  of  efficiency 
set  for  the  class. 

The  chief  purpose  of  salary  increments  within  the  class  is  to  recog- 
nize the  increased  value  of  the  worker  as  he  continues  in  his  position 
and  also  to  give  him  an  incentive  to  perform  more  satisfactory 
work  and  to  continue  in  the  service.  It  will  be  found  that  the 
number  of  such  increments  will  vary  from  one  to  a  maximum  of  nine. 
The  guiding  factor  as  to  the  number  of  steps  was  the  consideration 
as  to  whether  the  position  was  a  stepping  stone  to  a  higher  one  or 
was  likely  to  become  the  life  work  of  an  employee.  In  the  latter 
case  more  steps  are  provided  than  in  the  former.  Certain  classes  in 
the  teaching  service,  for  instance,  carry  a  wide  range  from  minimum 
to  maximum  for  the  reasons  stated.  In  a  limited  number  of  classes 
a  flat  rate  is  prescribed.  Such  classes  are  usually  in  the  highly  stand- 
ardized trades  or  some  of  the  higher  supervisory  "  one-position  " 
classes  (e.  g.,  superintendent  of  buildings.) 

The  minimum  named  is  to  be  looked  upon  as  the  entrance  salary 
of  a  class,  i.  e.,  new  appointees  are  always  to  receive  the  minimum 
salary.  This  also  holds  with  promotion  into  another  class.  The 
maximum  salary  is  to  be  the  absolute  limit  of  compensation  to  which 
an  employee  can  attain  while  in  a  given  class. 

A  general  exception  to  all  of  these  provisions  occurs  in  the  higher 
range  of  supervisory  positions  in  the  clerical  services,  in  the  "  senior  " 
class  of  the  technical  and  scientific  and  professional  services,  and  in 
those  classes  of  positions  that  include  bureau  chiefs.  On  the  whole, 
positions  in  these  higher  classes  are  considered  "one-man  or  one- 
woman  positions,"  in  which  duties  and  responsibilities  will  vary 
somewhat  as  the  occupants  change.  In  view  of  such  variable  fac- 
tors, as  well  as  the  consideration  that  approximately  1  per  cent 
of  the  total  number  of  employees  are  involved,  no  salary  schedules 
for  these  classes  are  recommended.  Three  asterisks  (*  *  *)  under 
the  heading  "  Compensation  for  Class  "  for  these  titles,  as  they  ap- 
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pear  in  Part  II,  indicate  that  the  salary  rates  are  to  be  fixed  by  the 
Congress  on  the  basis  of  recommendation  made  originally  by  the 
department  and  approved  or  amended  by  the  classification  agency 
after  careful  consideration  of  the  facts  in  the  case. 

The  rates  are  set  on  either  an  annual  or  an  hourly  basis.  Hourly 
rates  are  set  for  such  classes  as  cover  work  commonly  done  by  the 
hour  or  the  day,  as,  for  instance,  in  the  skilled  trades.  A  special 
provision  has  been  made,  however,  for  skilled  tradesmen  who  are 
given  continuous  employment  throughout  the  year.  Their  salaries 
are  set  on  an  annual  basis,  and  the  equivalent  hourly  rate  can  be 
computed  on  an  eight-hour  day  basis  for  a  313-day  year.  This  ar- 
rangement provides  for  full  payment  covering  holidays,  Saturday 
afternoons  from  June  15  to  September  15,  and  30  days  of  annual 
leave,  exclusive  of  Sundays  and  holidays. 

When  the  full  allowance  of  time  and  lodging  are  regularly  and 
normally  given  as  part  of  the  compensation  to  all  positions  in  a 
cla^  this  fact  is  noted.  When,  however,  certain  positions  farry 
an  allowance,  and  other  positions  in  the  same  class  do  not,  in  oJ'der 
to  secure  uniformity  of  compenfiation  the  allowance  of  board  and 
room  is  computed  on  the  basis  of  $360  per  year.  In  case  the  employee 
receives  an  allowance  covering  all  or  part  of  his  room  and  board, 
tlie  full  or  proportionate  amount  should  be  subtracted  from  the  figures 
reconunended  as  annual  compensation.  A  similar  procedure  is 
adopted  in  determining  rates  for  the  higher  supervisory  officers  of 
various  institutions  and  employees  of  the  professional  classes  whose 
work  entails  their  living  on  the  premises,  except  that  a  largei  allow- 
ance for  maintenance  is  provided.  Reference  is  made  to  superiitend- 
ents  of  institutions,  resident  physicians,  etc.  Their  rate  of  compensa- 
tion includes  the  money  compensation  as  well  as  the  estimated  s  \ount 
to  cover  the  value  of  accommodations,  maintenance,  etc. 

Part-time  employees  are  to  be  paid  pro  rata  in  accordance  rith 
the  standard  working  period  for  the  class  as  determined  and  for 
which  a  rate  of  compensation  has  been  fixed. 


CHAPTER  IV 

THE  FINDINGS  AND  RECOMMENDATIONS  OF  THE  COMMISSION 
REGARDING  CERTAIN  CONDITIONS  OF  EMPLOYMENT  HAVING 
A  BEARING  ON  COMPENSATION— HOURS,  LEAVES,  TENURE,  PRO- 
VISION  FOR  RETIREMENT,  OPPORTUNITIES  FOR  ADVANCEMENT, 
AND  WORKING  CONDITIONS 


The  provisions  of  the  act  by  which  the  Commission  was  created 
call  upon  it  to  investigate  "  rates  of  compensation." 

A  "  rate  "  is  obviously  a  quantity  or  amount  measured  in  units  or 
terms  of  something  else,  which  in  the  case  of  compensation  is  either 
a  unit  of  time  or  some  measure  of  service  rendered.  The  Commission 
concluded  therefore,  that  it  was  called  upon  to  take  into  considera- 
tion not  only  actual  amounts  of  money  paid  to  employees,  but  also 
the  hours  per  day  and  days  per  year  of  service  given  by  such  em- 
ployees, which  involved,  of  course,  inquiry  into  provisions  for  leaves 
of.  absence  with  pay. 

Furthermore  "  compensation  "  may  be,  in  part  at  least,  in  a  form 
other  than  a  money  payment.  There  are  certain  factors  which  have 
a  direct  bearing  on  the  relative  value  of  the  salary  of  employees  in 
the  Government  service  and  the  same  amount  of  salary  in  similar 
positions  in  the  commercial  world.  Such  factors,  for  example,  as 
security  of  tenure,  agreeable  environment,  and  short  working  hours 
might  give  certain  Government  positions  distinct  advantages  over 
commercial  positions  paying  the  same  salaries.  If,  on  the  other 
hand,  a  Government  position  involves  greater  expenditure  for  living 
expense,  limited  opportunities  for  advancement,  restrictions  on  out- 
side activities,  or  any  other  disadvantage,  its  salary  is  of  less  actual 
value  than  an  equal  one  in  a  commercial  position  which  does  not 
have  such  disadvantages.  In  arriving  at  the  amount  of  salary  under 
the  conditions  of  Government  service  which  would  be  equivalent  in 
value  to  salaries  of  similar  positions  in  the  commercial  world,  the 
Commission  gave  weight  to  these  considerations. 

In  view  of  these  facts,  the  Commission  felt  that  its  work  would  be 
decidedly  incomplete  were  it  to  confine  its  attention  entirely  to  the 
defining  of  classes  and  the  recommending  of  salaries  for  these  classes. 
Only  a  cursory  examination  was  necessary  to  bring  to  light  the  fact 
that  employment  conditions  in  the  various  parts  of  the  Washington 
service  are  in  many  respects  as  chaotic,  and  indicate  the  same  lack 
of  uniformity,  as  the  titles  used  and  the  compensation  provided  for 
different  classes  of  work.  The  failure  of  the  Government  to  develop 
88 
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a  comprehensive  and  well-rounded  employment  policy  is  as  striking 
as  its  failure  to  develop  a  consistent  wage  policy.  Obviously,  if  the 
reclassification  undertaken  by  the  Commission  were  to  result  in  actu- 
ally providing  uniform  and  equitable  compensation  for  Government 
employees  in  all  that  ^^compensation  ^  means,  some  adequate  method 
of  bringing  about  imiform  and  standardized  conditions  of  employ- 
ment would  have  to  be  provided. 

It  seems  to  the  Commission  that  the  first  requisite  is  centralized 
control,  and  it  accordingly  reconmiends: 

Recommendation  12. — That  the  classification  agency  recommend 
to  the  Congress  from  time  to  time  those  measures  that  it  deems 
necessary  to  the.  improvement  and  the  standardization  of 
working  conditions  and  terms  of  employment. 

The  Commission  made  a  careful  study  of  present  conditions  of 
employment,  the  results  of  which,  together  with  recommendations 
regarding  the  most  important  factors  having  a  bearing  on  compensa- 
tion, are  presented  in  this  report. 

Working  Hours  and  Overtime  Pay 

Kequirements  as  to  hours  of  work  in  the  Washington  service  are 
more  uniform  than  most  other  conditions  of  employment,  and  do 
not  differ  materially  from  those  generally  in  effect  elsewhere.  Seven 
hours  constitute  a  normal  day's  work  for  the  clerical  and  professional 
groups  of  employees,  and  eight  hours  for  the  manual,  making 
aggregates  of  42  and  48  hours  per  week.  From  June  15  to  September 
15,  four  hours  constitute  a  day's  work  on  Saturday,  thus  reducing 
the  aggregate  to  39  and  44  hours  per  week  during  that  period. 
Hours  for  office  workers  generally  in  effect  outside  of  the  Govern- 
ment service  are  7  or  7^  hours  for  5  days  and  4  or  4J  on  Saturdays 
in  the  office  building  districts  of  the  larger  cities  such  as  Boston, 
J^ew  York,  and  Chicago.  In  mercantile  establishments  and  factories, 
hours  for  office  workers  are  more  usually  7^  or  8  per  day,  often  with 
no  Saturday  half-holiday.  The  eight-hour  day  is  now  normal  for 
manual  workers  outside  as  well  as  inside  of  the  Government  service. 

Administrative  heads  have  authority  to  increase  the  hours  as  the 
needs  of  good  administration  may  require.  This  authority,  when 
exercised,  is  generally  applied  to  particular  persons  or  groups  of 
persons  who  are  engaged  upon  work  the  nature  of  which  requires 
extended  hours,  or  upon  work  of  an  emergency  character  or  which 
must  be  completed  by  a  definite  time.  For  example,  janitor  work 
by  its  very  nature  demands  extended  hours ;  or  an  unusual  amount 
of  work  may  become  congested  in  a  highly  specialized  unit  whicli 
must  increase  its  hours  in  order  not  to  cause  undue  delay,  as,  for  in- 
stancej  in  the  Civil  Service  Commission  when  it  was  confronted  at 


90  RBCSLASSIFIOATION  OOMMISSIOlSr  EEPOET — ^PABT  I. 

one  time  by  an  accumulation  of  70,000  sets  of  unrated  papers  in.  the 
examining  division.  Under  these  circumstances,  the  whole  division 
was  required  to  work  overtime.  Special  reports  required  by  law  or 
regulation  to  be  completed  on  a  definite  date,  such  as  reports  of 
chiefs  of  bureaus  and  heads  of  departments,  often  call  for  increased 
hours  just  prior  to  their  issuance. 

Apart  from  such  instances  of  emergency  overtime,  a  few  special 
groups  of  employees  are  regularly  required  to  work  70  hours  per 
week  or  even  more.  Such  individuals  and  classes  are  usually  work- 
ing on  a  seven-day  week  basis.  For  example,  firemen  in  the  District 
of  Columbia  Fire  Department,  some  employees  at  the  National  Zoo- 
logical  Park,  enginemen  in  the  various  departments,  and  certain 
watchmen  are  thus  employed.  A  general  provision  of  law  prohibits 
the  payment  of  additional  compensation  for  overtime.  Exceptions 
to  this  provision  are,  however,  made  in  the  case  of  per  hour  and  per 
diem  employees  and  piece-rate  workers  in  the  Bureau  of  Engravins: 
j^nd  Printing  and  the  Government  Printing  Office,  where  50  per  cent 
and  20  per  cent  additional  compensation,  respectively,  are  allowed 
for  overtime. 

The  same  lack  of  uniformity  exists  in  regard  to  compensation  ifor 
night  work.  In  the  Government  Printing  Office  20  per  cent  more  is 
paid  for  night  work  than  for  day  work,  while  in  the  Bureau  of  En- 
graving and  Printing  no  difference  is  made.  In  no  other  part  of  the 
Washington  service,  so  far  as  the  commission  has  been  able  to  dis- 
cover, is  extra  compensation  allowed  for  night  work^  and  nowhere 
are  employees  on  an  annual  basis  compensated  for  overtime. 

Clearly,  such  inconsistencies  as  these  violate  the  cardinal  principle 
of  "  uniform  and  equitable  pay  for  the  same  character  of  employ- 
ment," and  should,  therefore,  be  done  away  with.  Furthermore,  it 
is  now  generally  accepted,  in  view  of  the  tests  applied  during  the 
war,  that  extended  periods  of  overtime  decrease  in  the  long  run  the 
efficiency  of  the  employees.  The  Commission  believes,  therefore,  that 
an  effort  should  be  made  to  reduce  overtime  to  a  minimum. 

In  the  industrial  and  business  world  experience  has  indicated  that 
one  of  the  most  effective  ways  to  do  this  is  to  require  the  payment 
of  extra  compensation  at  an  increased  rate  to  all  employees  in  the 
manual  group  who  are  required  to  work  longer  than  eight  hours 
a  day,  on  Sundays,  or  on  legal  holidays.  The  Commission  sees  no 
reason  why  this  practice  should  not  be  followed  uniformly,  instead  of 
sporadically,  as  is  now  the  case,  throughout  the  Government  service. 
Similar  provision  does  not  seem  necessary  for  employees  in  the 
clerical  and  professional  groups,  whose  normal  working  day  is  one 
hour  less  than  that  of  employees  in  the  manual  group,  and  who 
are  also  less  likely  to  be  called  on  for  overtime  work.    The  general 
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principle  that  overtime  in  the  long  run  is  unfair  and  detrimental 
to  the  eflSciency  of  the  service  applies,  however,  to  these  groups  as 
well  as  to  the  manual  group.  It  is  also  felt  that  the  disadvantage 
of  regular  work  on  a  night  shift  should  be  recognized,  as  is  now 
being  done  more  and  more  in  the  business  world,  by  compensating 
it  at  a  rate  somewhat  higher  than  that  paid  for  similar  work  on  the 
day  shift. 
In  view  of  these  considerations  the  Commission  recommends : 

BecoTfwiendatwn  IS, — That  the  Congress  prescribe  standard 
minimum  working  hours  for  each  group  of  employees,  to- 
gether with  uniform  rules  for  the  compensation  of  overtime 
work  for  those  employees  for  whom  the  compensation  sched- 
ules provide  for  pay  at  an  hourly  rate,  and  for  additional 
compensation  for  all  night  work.  Specifically,  the  commis- 
sion suggests  that  these  standards  and  rules  be  as  follows : 

(a)  That  a  minimum  of  seven  hours  of  work  per  day, 
exclusive  of  Sundays  and  holidays,  be  required  of  all  em- 
ployees receiving  compensation  on  an  annual  basis  (clerical 
and  professional  services)  and  eight  hours  for  all  employees 
in  classes  receiving  compensation  on  an  hourly  basis  (most  of 
the  manual  services). 

(6)  That  each  emplovee  receiving  compensation*  on  anr 
hourly  basis  (under  the  Commission's  recommendations  most 
employees  in  the  manual  group  will  be  so  paid)  receive  addi- 
tional compensation  at  the  rate  of  one  and  one-half  times  such 
rate  per  hour  for  each  hour  or  fraction  thereof  of  required 
work  over  eight  hours  in  any  one  day  and  for  each  hour  or 
fraction  thereof  of  required  work  on  Sunday ;  and  two  times 
such  rate  per  hour  for  each  hour  or  fraction  thereof  of  re- 
quired work  on  a  holiday. 

(c)  That  each  employee,  whether  receiving  compensation 
on  an  annual  basis  or  on  an  hourly  basis,  who  works  on  a 
night  shift  receive  additional  compensation  equal  to  20  per 
cent  of  the  compensation  which  would  be  received  by  such 
employee  for  a  like  period  during  a  day  shift;  and  that  the 
Classification  Agency  (the  Civil  Service  Commission)  be 
authorized  to  determine  what  constitutes  work  on  a  night 
shift. 

(d)  That  the  Classification  Agency  be  empowered  to  inves- 
tigate the  observance  of  these  standards  and  rules  and  to  report 
to  the  Congress  any  marked  and  continuing  deviation  there- 
from. 

In  general,  it  is  urged  that  the  work  under  normal  circumstances 
should  be  so  organized,  and,  in  cases  where  the  force  is  evidently 
madequate,  that  it  should  be  so  augmented  as  to  make  unnecessary 
the  requiring  of  more  than  seven  hours'  work  for  clerical  and  pro- 
fessional employees  and  eight  hours'  work  for  manual  employees  on 
the  basis  of  the  six-day  week.  Overtime  would  thus  be  necessitated 
only  by  real  emergency  situations. 
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Leaves  of  Absence 

It  is  now  provided  by  law  "  That  the  head  of  any  department 
may  grant  30  days'  annual  leave  with  pay  in  any  one  year  to  eacli^ 
clerk  or  employee,"  and  further,  "  That  where  some  member  of  the 
immediate  family  of  a  clerk  or  employee  is  afflicted  with  a  conta- 
gious disease  and  requires  the  care  and  attendance  of  such  employee, 
or  where  his  or  her  presence  in  the  department  would  jeopardize  the 
health  of  fellow  clerks,  and  in  exceptional  and  meritorious  cases, 
where  a  clerk  or  employee  is  personally  ill,  and  where  to  limit  the 
annual  leave  to  30  days  in  any  one  calendar  year  would  work  peculiar 
hardship,  it  may  be  extended  in  the  discretion  of  the  head  of  the 
department,  with  pay,  not  exceeding  30  days  in  any  one  case  or  in 
any  one  calendar  year." 

Annual  Leave. — ^It  is  the  general  practice  of  administrative  heads 
to  permit  employees  to  take  annual  leave  at  such  times  as  they  de- 
sire, provided  that  their  presence  is  not  essential  to  the  carrying  on 
of  the  work  in  which  they  are  engaged.  Available  statistics  indicate 
that  employees  of  the  various  departments  obtain  on  the  average 
nearly  the  full  30  days'  leave ;  for  example,  the  average  annual  leave 
» of  employees  in  the  Treasury  Department  from  1900  to  1915,  in- 
clusive, was  27.2  days.  Because  of  emergencies  which  arise,  and  be- 
cause of  the  intimate  knowledge  of  certain  employees  concerning  par- 
ticular classes  of  work,  some  of  the  employees  are,  however,  able  to 
take  only  part  of  the  30  days'  leave. 

In  addition  to  the  annual  leave  which  department  heads  may 
grant,  Government  employees  obtain  7  holidays  during  each  year 
and  13  half  holidays  on  Saturday  afternoons  during  the  summer. 
As  contrasted  with  this,  many  progressive  employers  in  the  business 
and  industrial  world,  especially  in  the  larger  cities,  grant  their  office 
employees  two  weeks'  vacation  and  every  Saturday  afternoon  with 
pay.  While  the  distribution  of  the  leave  is  thus  somewhat  different 
in  the  two  cases  and  the  daily  hours  vary  as  between  seven  and 
seven  and  a  half  hours,  the  total  amount  that  is  granted  is  approxi- 
mately  the  same. 

In  order  that  the  Government  may  provide  adequately  and  justly 
for  annual  leave  for  all  employees  and  at  the  same  time  in  order  to 
prevent  the  taking  of  unearned  leave,  the  Commission  makes  the 
following  recommendation : 

Recommendation  H  (a). — That  from  and  after  January  1, 1921, 
each  full-time  employee  be  entitled  to  a  leave  of  absence  with 
full  compensation  oi  2\  days,  exclusive  of  Sundays  and  holi- 
days, for  each  month  during  his  employment,  and  each  part- 
time  employee  pro  rata  leave  of  absence  on  the  basis  oi  the 
time  actually  employed ;  provided,  that  an  employee  shall  not 
be  granted  leave  of  absence  with  compensation  for  more  than 


RECLASSIFICATION   COMMISSION  REPORT — PART  I.  93 

30  days,  exclusive  of  Sundays  and  holidays,  in  any  calendar 
year;  and  provided  further,  that  in  case  of  the  death  of  any 
employee  his  estate  shall  be  paid  an  amount  equal  to  the  com- 
pensation to  which  he  would  be  entitled  by  virtue  of  any 
accumulated  leave,  but  not  to  exceed  a  total  of  30  days. 

That  from  and  after  January  1,  1921,  no  employee  be 
granted  annual  leave  until  he  has  been  employecl  by  the 
United  States  or  the  District  of  Columbia  at  least  six  months 
and  except  at  such  times  as  the  public  business  may  permit; 
provided,  that  the  head  of  a  department  shall  determine  when 
annual  leave  may  be  granted  to  an  employee  under  his  con- 
trol or  direction,  but  any  employee  who  has  not  been  granted 
the  leave  of  absence  to  which  he  is  entitled  at  the  time  re- 
quested may  appeal  to  the  Commission,  which  shall  determine 
whether  and  when  such  leave  may  be  granted. 

Sick  Leave. — The  granting  of  sick  leave,  like  that  of  annual  leave, 
is  discretionary  with  the  heads  of  departments,  and  the  reading  of 
the  law  indicates  that  it  is  to  be  granted  for  personal  illness  only  in 
exceptional  and  meritorious  cases.  The  belief  is  widespread  that  the 
sick-leave  privilege  is  much  abused  in  the  Government  service.  Sta- 
tistics in  the  various  departments,  however,  do  not  substantiate  this 
belief.  Thus,  statistics  gathered  from  representative  branches  of 
the  service  including  the  Post  Office  Department,  Interior  Depart- 
ment, Labor  Department,  Civil  Service  Commision,  and  the  Bureau 
of  Animal  Industry  in  the  Department  of  Agriculture,  for  the  five- 
rear  period  from  1914  to  1918,  inclusive,  show  that  the  average 
number  of  days  sick  leave  taken  annually  was  5.4.  Furthermore, 
on  the  average,  48.9  per  cent  of  the  employees  took  no  sick  leave; 
32.9  per  cent  took  10  days  or  less;  and  only  3.45  per  cent  were 
granted  the  full  30  days'  sick  leave. 

Investigations  by  the  Commission  have  brought  out  the  fact  that 
sick  leaves  are  granted  by  the  heads  of  departments  under  diverse 
regulations  and  restrictions.  For  example,  the  general  practice  in 
the  Treasury  Department  is  to  grant  10  days'  sick  leave  per  year 
on  the  approval  of  the  bureau  chief,  the  entire  30  days  provided  by 
law  being  granted  only  on  the  approval  of  the  Secretary  of  the 
Treasury.  Any  unused  portion  of  the  10  days  of  sick  leave  per 
year  which  can  be  granted  by  the  chief  of  the  bureau  is  carried  over 
to  the  next  year,  so  that  an  employee  who  took  no  sick  leave  for  three 
successive  years  might  be  granted  the  entire  30  days  the  following 
year  on  the  approval  of  the  bureau  chief  without  action  by  the  Sec- 
retary of  the  department.  In  the  Bureau  of  Engraving  and  Print- 
ing all  employees  paid  from  lump-sum  appropriations,  which  in- 
cludes most  of  those  at  the  bureau,  are  allowed  no  sick  leave.  Em- 
ployees in  the  Department  of  Agriculture,  whether  paid  on  the 
lump-sum  or  the  statutory  roll,  may  be  granted  15  days'  sick  leave 
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over  the  signature  of  the  bureau  chief,  while  the  remainder  of  the 
30  days  allowed  by  law  must  be  approved  by  the  Secretary  of  Agri- 
culture. No  employees  of  the  Government  Printing  Office,  irrespec- 
tive of  the  roll  from  which  they  are  paid,  receive  any  sick  leave.  Sick 
leave  is  also  denied  or  greatly  restricted  in  the  case  of  certain  other 
special  groups  of  employees. 

In  fairness  to  all  employees,  the  Commission  believes  that  uni- 
form regulations  as  to  sick  leave  should  apply  throughout  the  serv- 
ice. On  the  basis  of  the  statistics  already  quoted  as  to  the  average 
amount  of  sick  leave  taken  by  Government  employees,  it  also  be- 
lieves that  the  present  allowance  of  30  days  per  year  is  more  liberal 
than  the  needs  of  the  service  require.  On  the  other  hand,  it  recog- 
nizes the  fact  that  in  occasional  instances  of  serious  injury  or  pro- 
longed illness,  the  30-day  maximum  now  provided  may  work  real 
hardship  on  deserving  employees.  It  therefore  feels  that  present 
legislation  might  well  be  changed,  effective  January  1,  1921,  to  limit 
the  amount  of  sick  leave  granted  to  each  employee  to  10  days  per* 
year  with  the  provision  that  any  unused  leave  shall  be  indefinitely 
cumulative,  but  that  not  more  than  60  days'  sick  leave  be  granted 
to  any  employee  in  one  calendar  year,  irrespective  of  the  amount  be- 
yond that  accumulated  to'  his  credit.  In  order  to  prevent  any  undue 
hardship  on  employees  who  ma}^  require  an  unusual  amount  of  sick 
leave  during  the  first  year  that  the  new  plan  is  in  effect,  the  Commis- 
sion recommends  that  each  employee  be  credited  with  at  least  10  days 
sick  leave  on  January  1,  1921,  or  with  any  number  of  days  up  to 
60  that  would  have  accumulated  as  unused  leave  during  the  past 
six  years  had  these  provisions  been  in  effect. 

The  Commission  also  feels  that  in  order  to  secure  uniformity 
throughout  the  service,  general  supervision  over  both  sick  and  annual 
leave  should  be  placed  under  the  Civil  Service  Commission  acting^ 
as  the  central  employment  department  for  the  Government.  In 
this  capacity  the  Commissioh  would  have  authority  to  interpret  the 
laws  relating  to  leave  of  absence  and  to  settle  any  question  that 
might  arise  regarding  their  application.  In  the  case  of  sick  leave^ 
it  is  believed  that  sick  leave  exceeding  two  days  at  a  time  should 
be  granted  only  on  the  basis  of  evidence  of  actual  sickness  satis- 
factory to  the  Civil  Service  Commission  and  that  the  commission 
would  find  it  wise  in  exercising  its  authority  to  cooperate  with  the 
Public  Health  Service,  which  has  already  shown,  in  cooperation 
with  certain  bureaus  of  the  Treasury  Department,  what  centralized 
control  of  sick  leave  can  accomplish.  In  actual  practice,  the  Civil 
Service  Commission  might  provide  that  any  employee  desiring  sick 
leave  would  be  required  to  notify  his  superior  officer,  who  would 
then  report  the  case  to  the  proper  official  of  the  Public  Health 
Service.     This  service,  through  the  corps  of  visiting  and  resident 


RECLASSIFICATION  COMMISSION  REPORT — ^PART  I.  96 

nurses  and  physicians  suggested  in  a  later  part  of  this  chapter, 
would  then  be  responsible  for  investigation  of  the  case,  for  certifi- 
cation as  to  the  genuineness  of  the  sickness,  and,  in  addition,  for 
provision  for  proper  medical  attention. 

'Specifically,  the  Commission  recommends  that  present  le^lation 
regarding  sick  leave  be  amended  as  follows : 

Recommendation  H  (6). — That  from  and  after  January  1, 1921, 
sick  leave  with  pay  be  granted  at  the  rate  of  10  days  per 
year,  unused  leave  to  be  indefinitely  cumulative;  provided 
that  not  more  than  60  days'  sick  leave  may  be  taken  in  any 
one  calendar  year  and  that  no  sick  leave  be  gi'anted  until  an 
employee  has  been  iti  the  service  at  least  six  months. 

That  when  this  provision  goes  into  effect,  each  employee, 
in  addition  to  the  leave  specified  above,  be  entitled  either  to 
an  additional  leave  of  10  days  or  to  tne  accumulated  leave 
to  which  he  would  have  been  entitled  during  the  past  six 

! rears  at  the  rate  of  10  days  per  year,  less  the  amount  of  sick 
eave  actually  taken  during  tnat  period. 

That  general  supervision  over  the  handling  of  sick  and 
annual  leave  be  vested  in  the  Civil  Service  Commission,  and 
that  no  sick  leave  exceeding  two  days  at  a  time  be  fn*anted 
except  upon  the  presentation  of  evidence  of  actual  sickness 
satisfactory  to  the  commission. 

Field  Expenses,  Uniforms,  and  Other  Equipment 

Even  more  directly  related  to  financial  compensation  than  the  fac- 
tors already  mentioned  are  such  matters  as  the  reimbursement 
allowed  for  field  expenses  and  the  requirement  that  certain  em- 
ployees or  gix)ups  of  employees  shall  furnish  their  own  uniforms  or 
other  equipment.  For  example,  the  expense  of  travel  has  increased 
so  greatly  during  the  past  few  years  that  the  allowance  of  $5  a  day 
for  actual  expenses,  or  $4  a  day  in  lieu  thereof,  which  is  the  maximum 
now  allowed  by  law  to  Government  employees  when  on  field  work, 
i?  entirely  insuflBcient.  Officials  in  travel  status  are  now  compelled  to 
meet  the  increased  cost  of  travel  out  of  their  own  funds,  which  in 
effect  amounts  to  a  considerable  reduction  in  compensation  for  those 
required  to  do  field  work.  In  the  larger  cities  the  excess  of  actual 
expenditures  over  the  reimbursement  allowed  not  infrequently 
amounts  to  several  dollars  per  day.  This  naturally  constitutes  a 
genuine  hardship  and  puts  those  required  to  do  field  work  at  a  dis- 
advantage as  compared  with  those  engaged  entirely  on  work  in  the 
District  of  Columbia. 

Attention  has  been  called  to  this  condition  by  the  Attorney  General 
in  his  annual  report  for  1919,  in  which  he  recommends  that  the  act 
of  April  6, 1914  (38  Stat.,  318),  be  amended  to  allow  actual  expenses 
for  subsistence  to  a  maximum  of  $7  a  day  and  that  section  13  of  the 
act  of  August  1,  1914  (38  Stat.,  680),  be  amended  to  authorize  a  per 
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diem  rate  of  allowance  not  exceeding  $6  in  lieu  of  subsistence.  The 
Commission  is  entirely  in  accord  with  these  recommendations,  the 
adoption  of  which  it  believes  necessary  to  alleviate  present  inequali- 
ties. The  Commission  further  suggests  that  the  Civil  Service  Com- 
mission, in  connection  with  its  investigations  of  the  changing  cost  of 
living,  be  authorized  to  investigate  the  cost  of  subsistence  with  a  view 
to  recommending  to  the  Congress  from  time  to  time  such  changes  as 
conditions  warrant  in  the  maximum  allowance  suggested. 

The  fact  that  certain  employees,  such  as  the  Metropolitan  police, 
are  required  to  furnish  uniforms  or  other  equipment  at  their  own 
expense  in  effect  amounts  to  a  similar  reduction  in  compensation. 
In  some  cases  where  such  uniforms  or  other  kinds  of  equipment  are 
necessary  it  seems  desirable  for  the  Government  itself  to  furnish 
them  material  rather  than  to  require  the  employee  to  do  so.  Where 
this  is  not  the  case,  and  it  seems  preferable  to  have  the  material 
supplied  by  the  employee,  it  is  only  fair  that  this  extra  expenditure 
should  be  recognized  by  increased  compensation.  This  fact  has  been 
taken  into  consideration  by  the  commission  in  its  salary  recommen- 
dations, which  it  has  attempted  to  draw  so  as  to  avoid  any  inequali- 
ties between  different  classes  of  employees. 

Permanency  and  Security  of  Tenure 

It  is  a  generally  accepted  fact  that  Government  employees  enjoy 
a  permanency  and  security  of  tenure  which  has  a  distinct  advantage 
over  industrial  or  commercial  employment.  Generally  speaking, 
aside  from  the  reductions  in  force  made  necessary  by  the  cessation 
of  temporary  war  activities,  which  employed  great  numbers  of  extra 
people,  a  Government  employee  who  is  reasonably  competent  may 
rest  assured  that  his  position  is  permanent  and  secure  as  long  as  he 
wishes  to  retain  it.  The  bearing  of  this  factor  on  compensation  is 
taken  up  in  Chapter  III  in  connection  with  the  discussion  of  the  pro- 
posed schedules  of  pay. 

Provisions  for  Retirement 

Provision  for  the  retirement  of  the  incapacitated  can  be  consid- 
ered from  two  points  of  view:  First,  as  a  measure  making  for 
increased  efficiency,  because  it  makes  possible  the  replacing  of  the 
superannuated  by  younger  and  more  efficient  employees  and  relieves 
the  Government  of  the  burden  of  carrying  incapacitated  employees 
on  its  pay  rolls  at  full  salary;  and,  second,  as  a  matter  of  deferred 
compensation.  The  question  is  discussed  in  Chapter  V  in  its  first 
aspect  as  an  "efficiency"  measure.  Its  bearing  on  compensation, 
however,  gives  it  a  place  in  this  part  of  the  report  as  one  of  the 
factors  that  must  be  taken  into  consideration  in  fixing  Government 
salaries. 
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The  Commission  can  not  indorse  the  present  policy  of  carrying 
employees  who  are  miable  to  do  a  full  day's  work  on  the  pay  rolls 
at  full  pay.  Neither  can  it  urge  the  dismissal  of  such  employees, 
many  of  whom  have  no  other  means  of  support,  and  whose  sum- 
mary removal  after  years  of  faithful  service  would  violate  all  the 
instincts  of  humanity.  The  Commission  wishes  to  place  itself  on 
record  therefore  as  heartily  advocating  the  immediate  adoption  of 
a  comprehensive  and  scientifically  sound  retirement  plan  as  the 
only  businesslike  way  of  meeting  this  problem.  It  has  proceeded 
on  the  assumption  that  such  a  plan  will  be  put  into  effect  in  the 
near  future,  and  has  given  due  weight  to  the  bearing  of  retire- 
ment on  compensation  in  its  salary  recommendations.  While  there 
is  unquestionably  a  real  relation  between  the  two,  the  Commission 
feels  that  there  is  more  danger  of  overestimating  than  of  under- 
estimating the  value  of  retirement  as  a  feature  of  compensation. 
Like  permanency  and  security  of  tenure,  its  main  appeal  is  to  the 
middle-aged  and  mediocre,  since  the  young  people  of  energy  and 
ambition,  whom  it  is  most  important  to  attract  and  retain  in  the 
service,  are  least  likely  to  be  disturbed  about  their  ability  to  secure 
other  employment  or  to  make  provision  for  their  old  age.  Further- 
more, just  retirement  provisions  in  the  industrial  world,  with  which 
the  Government  must  compete  for  its  employees,  are  becoming  more 
and  more  common  and  are  coming  to  be  regarded  rather  as  a  meas- 
ure of  justice  and  efficiency  than  as  an  addition  to  current  com- 
p^isation. 

Opportunities  for  Advancement 

One  of  the  very  important  considerations  which  have  a  direct  re- 
lation to  compensation  in  any  given  position  is  the  opportunity 
which  it  presents  for  advancement.  Such  opportunity  may  relate 
to  financial  advancement,  promotion  to  a  position  of  higher  rank,  or 
the  pursuance  of  a  scientific  or  professional  career. 

It  must  be  admitted  that  at  the  present  time,  largely  through  the 
limitations  of  statutory  salaries,  the  opportunities  for  increase  in 
i^muneration  for  those  of  marked  efficiency  do  not  compare  favor- 
ably with  the  opportunities  offered  to  persons  of  the  same  ability 
in  the  commercial  world.  Government  service  is  also  at  a  disadvan- 
tage in  opportunities  for  advancement  to  positions  of  higher  rank 
on  account  of  the  present  decentralized  employment  control  and  the 
absence  of  clean-cut  lines  of  promotion.  Still  another  bar  to  ad- 
vancement within  the  service  is  the  practice  sometimes  followed  in 
the  War  and  Navy  Departments,  particularly  during  the  war,  of 
placing  commissioned  officers  in  positions  which  could  be  filled 
equally  well  by  civilians,  and  thus  blocking  the  road  to  the  promo- 
tion of  the  latter. 
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The  problems  of  affording  wider  opportunity  for  advancement  in 
salary  and  in  rank  will  be  discussed  fully  in  the  next  chapter  of  the 
report  in  connection  with  methods  of  securing  and  retaining  an 
efficient  personnel.  They  are  of  such  obvious  importance  that  the 
Commission  has  based  its  salary  recommendations  on  the  assumption 
that  provision  will  be  made  for  bringing  the  Government  service 
into  line  with  progressive  commercial  practice  in  these  respects. 

In  the  third  type  of  advancement  mentioned,  namely,  the  oppor- 
tunity for  development  of  professional  or  scientific  careers,  the  Gov- 
ernment service  has  in  many  ways  a  distinct  advantage.  The  re- 
sources, facilities,  and  equipment  furnished  by  the  Government  for 
scientific  research  are  of  great  value  to  the  employee  in  carrying  out 
important  investigations  which  may  contribute  greatly  to  building 
up  his  reputation.  Furthermore,  the  freedom  allowed  in  Govern- 
ment service  as  to  the  expenditure  of  time  in  research  is  greater 
than  that  generally  given  by  most  commercial  organizations  where 
the  direct  financial  returns  must  always  be  considered.  All  these 
advantages  have  a  money  value  to  those  who  are  ambitious  to  pur- 
sue a  scientific  or  professional  career  and  should  be  given  due  con- 
sideration. The  Commission  believes  that  the  Government  could 
well  afford  to  develop  such  opportunities  to  the  fullest  possible  ex- 
tent and  encourage  its  employees  in  their  use. 

Counterbalancing  Restrictions 

Offsetting  to  some  extent  the  advantages  mentioned  in  the  preced- 
ing paragraph  are  certain  personal  restrictions  in  Government  serv- 
ice which  have  to  do  with  the  use  made  by  employees  of  their  out- 
side time,  the  opportunity  for  individual  initiative,  and  similar  mat- 
ters, and  which  are  generally  unknown  in  the  academic  and  business 
world. 

OtTsiDE  Work. — Existing  regulations  regarding  the  use  made  by 
employees  of  their  time  outside  of  office  hours,  many  of  them  en- 
tirely justifiable,  but  nevertheless  having  a  real  bearing  on  compen- 
sation, may  be  illustrated  by  the  following  examples : 

All  employees  in  the  executive  civil  service  are  forbidden  to  in- 
dulge in  any  political  activity  or  to  express  publicly  their  opinions 
on  political  subjects.  They  are  also  forbidden  to  be  concerned  in 
any  manner  in  the  instruction  of  any  person  or  group  of  persons 
with  the  view  to  their  special  preparation  for  a  civil-service  exami- 
nation. This,  in  effect,  means  that  they  can  not  teach  in  any  of  the 
numerous  civil-service  preparatory  schools  in  Washington,  or  act 
as  tutor  to  anyone  who  is  preparing  to  take  a  civil-service  exami- 
nation. 

In  the  Geological  Sun-ey  the  organic  law  of  March  3,  1879,  pro- 
vides that  the  members  of  the  survey  "  shall  have  no  personal  in- 
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teresit  in  the  lands  or  mineral  wealth  in  the  region  under  survey  and 
shall  execute  no  surveys  or  examinations  for  private  parties  or  cor- 
porations." This  is  interpreted  to  mean,  among  other  things,  that 
geologists  upon  the  rolls  of  the  Geological  Sun'ey  may  not  accept 
employment  in  the  United  States  or  its  dependencies  as  consulting 
experts,  nor  may  they  own  interests  in  mineral  land  or  property. 

Employees  of  the  Patent  Office  are  affected  by  a  somewhat  similar 
law,  which  provides  that  "  all  officers  and  employees  of  the  Patent 
Office  shall  be  incapable  during  the  period  for  which  they  hold 
their  appointment  to  acquire  or  take,  directly  or  indirectly,  except 
by  inheritance  or  bequest,  any  rights  or  interest  in  any  patent  is- 
sued by  the  office."  This  legislation  is  supplemented  by  a  rule  of  the 
office  which  makes  it  ethically  impossible  for  any  employee  to  re- 
ceive compensation  from  outside  sources  for  services  as  a  consult- 
ing expert,  although  there  are  many  opportunities  for  such  work. 

In  the  Department  of  Agriculture  the  written  consent  of  the  Sec- 
retary is  necessary  for  doing  any  outside  work.  Such  work  in  gen- 
eral is  discouraged,  and  under  certain  conditions  forbidden.  The 
general  policy  of  the  department  is  to  refuse  to  grant  leave  with- 
out pay  to  enable  employees  to  study  at  educational  institutions. 
The  publication  of  material  pertaining  to  the  work  of  the  department 
is  in  all  cases  subject  to  the  approval  of  the  Assistant  Secretary. 

In  the  Internal-Revenue  Service  certain  employees  who  have  been 
in  the  service  less  than  one  year  and  whose  service  record  is  satis- 
factory, are  not  allowed  to  resign  or  be  transferred  to  other  work 
unless  the  cause  of  the  resignation  is  personal  illness  or  private  busi- 
ness which  would  be  seriously  endangered  by  continued  official  em- 
ployment. 

Checks  on  Indivihual  Initiative. — The  proverbial  "red  tape" 
in  the  Government  service  constitutes  another  restriction  on  personal 
freedom,  which  is  far  more  universal  than  control  of  outside  work. 
Employees  of  spirit  chafe  under  the  mass  of  rules  and  regulations 
which  now  burden  the  service  and  which  are  both  the  result  and  the 
cause  of  bureaucratic  government.  As  one  university  professor  has 
put  it,  "  Certain  mechanical  routine  and  nagging  restrictions  upon 
independent  action  repel  too  many  men."  To  professional  workers 
the  constant  restraint  on  their  initiative  which  naturally  accompanies 
other  forms  of  red  tape  is  particularly  distasteful  and  deadening. 
University  presidents  and  professors  have  pointed  out  that  red  tape, 
lack  of  opportunity  for  the  development  of  initiative  and  originality, 
and  unnecessary  restrictions  of  all  sorts,  combine  with  inadequate 
salaries  to  make  Government  work  less  attractive  than  outside  work, 
particularly  in  the  case  of  the  most  desirable  type  of  employee,  who 
naturally  resents  such  restrictions.  One  professor  has  gone  so  far  as 
to  state  that  in  his  judgment  such  factors  as  there  are  even  more  im- 
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portant  than  inadequate  compensation  in  keeping  honor  men  from 
the  colleges  out  of  the  Government  service. 

Desibability  or  Liberal  Policy. — ^The  Commission  believes  that 
there  are  several  ways  whereby  the  present  situation,  which  works 
to  the  disadvantage  of  both  the  Government  and  the  employee,  can  be 
materially  improved.  In  the  first  place,  salaries  should  be  so  ad- 
justed that  Government  employees  do  not  feel  compelled  to  do  out- 
side work.  While  this  is  true  of  all  employees,  it  is  particularly  so 
of  those  the  nature  of  whose  work  makes  necessary  some  restriction 
on  their  outside  activities,  as  is  the  case  in  the  Geological  Survey  and 
the  Patent  Office.  Such  restrictions  place  the  employees  affected 
at  a  certain  disadvantage  as  compared  with  men  in  the  same  line 
of  work  outside  the  Government,  and  it  is  unreasonable  to 
expect  them  to  be  willingly  accepted,  no  matter  how  thoroughly 
they  may  be  justified,  unless  they  are  accompanied  by  adequate 
compensation.  The  Government  can  not  fairly  pay  inadequate 
salaries  and  then  forbid  its  employees  to  supplement  them  by  other 
work. 

In  general,  there  should  be  as  little  regulation  as  possible  of  em- 
ployees' activities,  literary  and  otherwise,  outside  of  office,  hours. 
Aside  from  matters  connected  with  the  official  work  of  the  employee, 
such  restrictions  are  for  the  most  part  unnecessary  and  humiliating. 
Moreover,  if  adequate  compensation  is  provided  for  an  employee's 
official  work,  there  is  little  danger  of  his  carrying  outside  work  to  the 
point  where  it  will  really  detract  from  his  efficiency.  The  compara- 
tively few  cases  of  this  sort,  as  well  as  of  indiscretion,  can  be  dealt 
with  more  effectively  as  they  arise,  than  by  attempting  to  prevent 
them  through  restrictive  regulations,  the  chief  effect  of  which  is  to 
lower  the  morale  of  the  entire  force. 

Finally,  every  effort  should  be  made  to  stimulate  initiative  and 
originality  on  tixe  part  of  scientific  and  other  professional  workers. 
It  is  peculiarly  appropriate  that  the  Federal  Government  should 
take  the  lead  in  research  work  of  all  kinds;  but  it  can  not  do  so 
unless  it  is  able  to  attract  and  retain  independent  thinkers  of  the 
highest  type.  The  reduction  of  red  tape  to  the  minimum,  the  en- 
couragement of  freedom  of  thought  and  action  to  the  maximum,  and 
the  direction  of  research  by  thoroughly  trained  investigators  would 
all  assist  to  make  this  possible. 

Provisions  for  Health 

Large  and  progressive  employers  of  labor  in  the  industrial  and 
business  world  are  coming  to  recognize  more  and  more  clearly  the 
importance  of  the  health  problem  in  the  maintenance  of  an  efficient 
and  contented  personnel.  They  are  making  provisions  for  safe  and 
sanitary  working  conditions,  rest  rooms,  hospital  facilities,  and  emer- 
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gency  medical  and  surgical  relief,  not  from  philanthropic  or  hmnani- 
tarian  motives,  but  because  actual  experience  has  demonstrated  that 
it  pays  to  keep  human  beings,  as  well  as  machines,  in  first-class  con- 
dition. The  Federal  Oovemment,  the  largest  employer  of  labor  in 
the  United  States,  has  been  slow  to  appreciate  this  fact.  As  a  result 
it  has  made  no  adequate  provision  either  for  proper  supervision  of 
working  conditions  to  make  sure  that  these  do  not  endanger  the 
health  of  its  employees,  or  for  furnishing  medical  and  surgical  emer- 
gency relief. 

PsBSENT  CoNornoNS. — ^Taken  as  a  whole,  Oovemment  buildings  in 
Washington  are,  it  is  true,  generally  clean  and  well  kept,  and  toilet 
and  washing  facilities  are  sufficient.  As  regards  such  important  fea- 
tures as  ample  working  space,  proper  illumination,  ventilation,  and 
hmnidil7,  however,  there  is  neither  adequate  provision  nor  any  ac- 
cepted standard.  Many  illustrations  have  been  brought  to  the  at- 
tention of  the  Commission  of  working  conditions  which  should  be 
remedied  and  which  must  necessarily  have  a  detrimental  influence 
on  the  health  and  efficiency  of  the  employees. 

Scant  provision  is  also  made  for  medical  and  surgical  relief.  A 
survey  by  the  Public  Health  Service  during  the  summer  of  1919 
showed  that,  outside  of  the  Government  Printing  Office  and  certain 
parts  of  the  War,  Navy,  and  Treasury  Departments,  there  was  only 
one  dispensary  and  two  resident  doctors  in  the  rest  of  the  Govern- 
ment departments  and  independent  establishments  here  in  Wash- 
ington. There  were  no  resident  nurses  and  no  hospital  or  emergency 
rooms.  By  way  of  contrast  with  this  condition,  reference  may  be 
made  to  the  Treasury  Department,  where  there  were  13  dispensaries, 
7  hospital  rooms,  8  doctors,  and  19  nurses.  That  there  is  need  for  a 
relief  program  of  this  sort  is  shown  by  the  fact  that  in  the  Bureau 
of  War  Eisk  Insurance  alone,  during  the  six  months  from  May  to 
October,  1919,  32,699  cases  were  cared  for  by  relief  room  nurses, 
and  2,229  cases  by  field  nurses,  while  between  one-third  and  one-half 
of  the  cases  reported  absent  on  account  of  sickness  could  not  be 
investigated  because  of  the  limited  personnel  and  lack  of  means  of 
transportation. 

Fui-thermore,  there  is  at  present  in  the  service  as  a  whole  no  ade- 
quate check  on  the  general  health  of  the  employees.  This  is  poor 
policy,  since  those  whose  health  is  below  par  are  clearly  unable  to 
render  the  most  efficient  service,  while  those  afflicted  with  communi- 
cable disease  endanger  the  health  of  fellow  workers.  Cases  of  em- 
ployees affected  with  tuberculosis  in  various  stages  of  development 
working  in  close  contact  with  others  in  the  same  office  are  by  no 
means  infrequent.  In  one  instance,  an  employee  in  the  War  De- 
partment came  to  the  office  with  smallpox,  was  there  one  day,  and  in- 
fected three  others  who  had  unusually  severe  cases.    In  another  in- 
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stance,  eight  Government  employees  were  exposed  to  diphtheria  in. 
the  boarding  house  where  they  took  their  meals.  Through  the 
activity  of  a  visiting  nurse  they  were  examined  and  one,  who  was 
found  to  be  a  diphtheria  bacillus  carrier,  was  excluded  from  the 
office  for  more  than  three  weeks.  Had  there  been  no  visiting-nurse 
system,  and  there  is  none  in  most  Government  establishments,  this 
employee  might  have  become  a  source  of  danger  to  an  indefinite 
number  of  fellow  workers. 

Suggestions  for  a  Health  Program. — As  an  integral  part  of  any 
comprehensive  employment  policy,  and  more  specifically  as  a  means 
of  increasing  efficiency,  the  Government  should  adopt  a  program 
making  adequate  provision  for  the  health  and  for  proper  physical 
working  conditions  for  its  employees  which  will  enable  it  at  least  to 
keep  pace  with  the  more  progressive  concerns  in  the  industrial  world. 
To  be  of  the  greatest  value,  all  work  along  these  lines  should  ob- 
viously be  coordinated  and  concentrated  in  a  single  agency  having 
at  its  disposal  competent  medical  officers.  The  Public  Health  Serv- 
ice, which  is  already  handling  some  work  of  this  sort  in  the  Treasury 
Department,  is  in  an  excellent  position  to  function  as  such  an  agency. 
It  is,  therefore,  recon^mended  that  the  Public  Health  Service  be 
charged  with  general  supervision  over  all  matters  affecting  the  health 
of  Govermnent  employees  in  so  far  as  these  are  connected  with  their 
official  work.  To  exercise  such  supervision  to  advantage  it  should 
be  specifically  authorized  and  directed : 

(1)  To  establish  rest  and  relief  rooms  under  the  supervision  of 
resident  nurses  and  physicians.  Such  relief  rooms  should  be 
equipped  with  first-aid  appliances,  simple  medicinal  remedies,  and, 
if  possible,  a  few  beds.  They  should  aim  to  prevent  minor  ailments 
from  having  serious  results;  save  the  time  which  would  otherwise  be 
required  for  the  employee  to  consult  a  physician  or  go  home;  and 
improve  the  morale  of  the  force. 

(2)  To  establish  a  visiting-nurse  system  with  the  following  respon- 
sibilities : 

(a)  To  check  up  sick  leave  and  unexplained  absences. 

(6)  To  see  that  sick  employees  are  receiving  proper  care  and 
attention,  but  not  to  administer  bedside  care  or  treat- 
ment. 

(c)  To  ascertain  the  occurrence  of  communicable  diseases  and 
to  prevent  their  spread  through  the  medium  of  other 
employees  living  with  those  who  had  become  sick. 

(3)  To  conduct  systematic  periodical  investigations  of  working 
conditions  in  Government  offices,  so  far  as  these  affect  the  health  of 
the  employee,  including  inspection  of  such  matters  as  ventilation, 
illumination,  toilet  facilities,  cleanliness,  etc.,  with  authority  to 
enforce  the  carrying  out  of  its  recommendations  as  to  needed  changes. 
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Investigations  of  this  sort  might  often  be  made  to  advantage  in 
cooperation  with  the  Bureau  of  Standards,  which  is  in  a  position  to 
be  of  assistance  in  such  matters. 

(4)  To  conduct  a  systematic  campaign  of  health  education;  to 
check  up  the  health  of  individual  employees  with  a  view  to  improving 
general  health  conditions  and  to  detecting  such  troubles  as  incipient 
tuberculosis,  typhoid  carriers,  and  defective  mentality;  and  should 
encourage  employees  to  present  themselves  periodically  for  medical 
examination. 

There  is  no  doubt  that  a  comprehensive  program  of  this  sort  is 
badly  needed.  Not  only  does  the  Government,  which  makes  the  laws 
and  sets  the  standards,  have  a  moral  responsibility  to  ^^  put  its  own 
house  in  order,"  but  it  is  good  business  for  it  to  do  so,  since  the  cost 
involved  will  be  repaid  many  fold  in  the  increased  efficiency  of  its 
employees.  Centralization  of  the  work  under  the  control  of  a  single 
agency,  as  has  been  suggested,  would  result  in  considerable  econo- 
mies. An  illustration  of  the  advantages  of  concentration  is  af- 
forded by  the  recent  experience  of  the  War  Department,  where  the 
efficiency  of  the  visiting-nurse  system  has  been  materially  increased 
by  dividing  the  city  into  zones.  All  employees  in  the  same  zone 
are  then  visited  by  the  same  nurse  or  group  of  nurses,  irrespective 
of  the  particular  office  in  which  they  are  employed.  With  the  gen- 
eral supervision  of  the  health  program  centralized  in  the  Public 
Health  Service  there  is  no  reason  why  similar  arrangements,  with 
equally  satisfactory  results,  should  not  be  applied  in  connection  with 
all  phases  of  the  work. 

Provisions  for  Safety 

The  lack  of  any  thoroughgoing  safety  program  on  the  part  of 
the  Federal  Government  is  another  indication  of  its  failure  to  de- 
velop a  comprehensive  employment  policy.  That  this  failure  is  a 
costly  one  is  only  too  evident.  Disbursements  by  the  United  States 
Employees'  Compensation  Commission,  as  a  result  of  deaths  and 
accidents  in  the  whole  Government  service,  now  amount  to  $170,000 
a  month,  or  about  $2,000,000  a  year,  to  say  nothing  of  many  minor 
accidents  which  never  reach  the  Compensation  Commission,  but 
which,  in  the  aggregate,  mean  a  very  appreciable  loss  to  the  Gov- 
ernment in  time  and  efficiency.  During  the  first  10  months  of  1919 
the  Compensation  Commission  received  40  death  claims  a  month 
as  a  result  of  accidents — a  higher  death  rate  than  that  in  so  hazard- 
ous an  industry  as  mining.  Such  facts  as  these  lend  color  to  the 
assertion  that  work  for  the  Federal  Government  is  not  infrequently 
performed  in  the  face  of  hazards  which  would  not  be  tolerated  by 
safety  engineers  in  the  industrial  world  or  by  inspectors  responsible 
for  the  enforcement  of  the  building  laws  in  the  more  progressive 
States. 
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It  is,  of  oourse,  true  that  more  or  less  dang)^*  is  necessarily  con- 
nected with  certain  govenmiental  activities.  Neither  seafaring  nor 
fire-fighting  can  ever  be  made  absolutely  safe.  Wherever  machinery 
must  be  used,  as  in  such  industrial  establishments  as  the  Govern- 
ment Printing  OfSce  and  the  Bureau  of  Engraving  and  Printing, 
the  possibility  of  accident  is  always  present,  although  the  expe- 
rience of  the  industrial  world  and  of  the  Government  itself  in'  the 
navy  yards  and  arsenals  in  the  employment  of  safety  engineers  has 
shown  that  it  can  be  greatly  reduced. 

Preventable  AccmENTS. — Quite  aside  from  such  cases  as  these, 
strictly  office  employees  here  in  Washington  are  often  exposed  to 
hazards  which  are  less  conspicuous,  but  none  the  less  real.  Among 
them  may  be  mentioned  insufficient  exits;  inadequate  and  unsafe 
lire  escapes;  doors  opening  inward;  lack  of  modem  safety  devices 
in  elevators;  improperly  designed  stair  treads,  railings,  and  floors; 
walks  and  floors  in  bad  condition ;  and  faulty  illumination. 

Investigations  by  the  Bureau  of  Standards  indicate  that  75  per 
cent  of  all  elevator  accidents  could  be  prevented  by  providing  ele- 
vators with  devices  which  make  it  impossible  to  start  the  elevator 
until  the  door  has  been  locked.  Yet  devices  of  this  sort  are  now 
practically  unknown  even  in  the  most  modem  Government  build- 
ings. For  example,  in  the  Interior  Department  Building,  often 
called  a  model  office  building,  a  boy  was  recently  killed  because  of 
the  lack  of  just  such  protection  in  the  elevator.  Another  fatal  acci- 
dent in  the  same  building,  which  will  cost  the  Government  $6,400, 
was  caused  by  too  low  a  stair  railing.  A  similar  accident  in  the 
Treasury  Building  resulted  in  serious  injuries  to  the  employee,  and 
in  a  cost  to  the  Government  of  $2,736.84.  Improper  inspection  was 
responsible  for  the  recent  death  of  a  lithographic  press  helper  in  an 
elevator  accident  in  the  Coast  and  Geodetic  Survey  Building.  Other 
accidents  are  due  to  the  unnecessary  and  dangerous  practice  of 
washing  smooth  floors  during  office  hours.  In  one  case  of  this  sort, 
a  woman  was  seriously  injured  by  slipping  and  falling  on  wet 
linoleum.  She  has  already  received  compensation  from  the  Gov- 
ernment amounting  to  $3,175,  and  if  she  is  permanently  disabled,  as 
seems  probable,  will  continue  to  receive  compensation  for  the  rest  of 
her  life. 

A  Safety  Program. — Present  conditions  could  be  materially  im- 
proved by  the  adoption  of  a  safety  program,  which  should  at  least 
meet  the  standard  set  by  the  more  progressive  States,  municipalities, 
and  private  employers.  The  very  fact  that  buildings  owned,  leased, 
or  controlled  by  the  Federal  Government  are  subject  to  no  other 
jurisdiction,  makes  it  incumbent  on  the  Government  to  take  the  initi- 
ative in  seeing  to  it  that  conditions  are  such  as  not  to  endanger  either 
the  health  or  the  safety  of  its  employees.    The  few  instances  of  pre- 
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rentable  accidents  already  cited  are  sufficient  to  indicate  that  a 
reasonable  safety  program  wonld  save  the  Government  far  more 
than  it  would  cost.  It  is  poor  economy  for  any  employer  to  expose 
bis  employees  to  unnecessary  danger,  to  say  nothing  of  the  human 
considerations  inyolved. 

Such  a  program  should  be  developed  along  three  main  lines- 
safe  construction,  safety  inspection,  and  safety  education.  Some 
central  authority,  such  as  the  Compensation  Commission,  should 
assume  the  leadership  in  the  work.  It  Aould  be  empowered  to 
employ  a  competent  safety  engineer  who  would*  correlate  and  exer- 
cise general  supervision  over  the  safety  activities  of  the  Government, 
and  who  would  cooperate  with  the  various  Government  establish- 
ments in  the  prevention  of  personal  injuries  among  their  employees. 
The  Bureau  of  Standards,  which  is  active  in  the  development  of 
safety  codes  and  in  the  conduct  of  investigations  leading  to  safe 
construction,  should  be  officially  associated  with  the  Compensation 
Commission  in  the  work. 

Safe  Construction. — ^As  a  means  of  securing  the  practical  ap- 
plication of  the  latest  available  information  along  these  lines,  the 
Supervising  Architect  should  be  required  to  cooperate  with  safety 
experts  of  the  Bureau  of  Standards  and  of  the  Compensation  Com- 
mission in  preparing  specifications  for  new  and  remodeled  public 
buildings.  Such  cooperation  would  involve  the  following  of  standard 
safety  codes,  as  these  have  been  adopted  by  variousi  States  and  engi- 
neering societies,  and  the  recommendations  of  the  Bureau  of 
Standards  where  codes  are  not  in  existence.  Safe  construction  is  the 
foundation  on  which  other  safety  measures  must  rest. 

Safkty  Inspection. — As  to  inspection,  the  Employees'  Compensa- 
tion Commission  and  the  Bureau  of  Standards  should  be  required  to 
make  annual  joint  periodical  safety  surveys  of  all  buildings  in  the 
District  of  Columbia  used  by  the  Federal  Government  and  to  render 
annual  reports  upon  the  conditions  found.  These  surveys  should 
not  be  limited  in  scope,  but  should  cover  everything  which  might 
in  any  way  threaten  the  safety  of  Government  employees  from  the 
condition  of  the  floors  to  the  adequacy  of  fire  escapes.  The  publica- 
tion of  information  as  to  unsafe  conditions  will,  in  itself,  tend  to 
bring  about  their  betterment.  To  make  the  work  of  the  greatest 
value,  however,  the  Compensation  Commission  should  be  authorized 
to  enforce  any  recommendations  as  to  changes  coming  jointly  from 
itself  and  the  Bureau  of  Standards. 

Safety  Education. — The  field  of  safety  education  is  one  which  is 
receiving  constantly  increasing  attention  in  the  industrial  world, 
but  which  is  as  yet  untouched  in  the  Government  service.  Machines 
in  such  industrial  establishments  as  the  Government  Printing  Office 
are,  in  general,  well  equipped  with  safety  devices,  and  some  attention, 
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however  inadequate,  is  ordinarily  given  to  safe  construction  and 
safety  inspection,  but  these  measures  are  seldom  supplemented  by 
the  equally  essential  work  of  teaching  employees  to  "think  safe." 
The  Employees'  Compensation  Commission,  under  the  general  direc- 
tion of  its  safety  engineer,  should  take  the  lead  in  a  campaign  of 
publicity  and  education  to  bring  about  this  result.  Among  other 
things,  the  introductory  booklet  which  the  Commission  has  recom- 
mended elsewhere  for  distribution  to  all  new  employees  might 
well  include  a  brief  statement  regarding  the  Compensation  Com- 
mission and  its  work,  together  with  general  suggestions  as  to  acci- 
dent prevention  and  specific  suggestions  as  to  avoiding  accidents 
peculiar  to  the  establishment  concerned. 

Living  Conditions  in  Washington 

Despite  the  many  attractive  features  of  residence  in  the  city  of 
Washington,  it  is  a  fact  that  certain  conditions  deter  many  who 
would  otherwise  be  interested  in  Government  employment  from 
giving  it  serious  consideration.  It  is  probable  that  improvement  in 
present  conditions,  such  as  housing  and  transportation  facilities,  can 
be  brought  about  only  gradually,  but  in  the  meantime  they  must  be 
recognized  as  an  important  factor  in  the  problem  of  Government 
employment. 

As  to  restaurants  for  Government  employees,  the  Commission 
heartily  indorses  the  installation  of  lunch  rooms  in  Government 
buildings  and  under  Government  supervision,  as  has  been  done  in  the 
Navy  Department,  Munitions,  Interior,  and  Arlington  Buildings. 
These  lunch  rooms  not  only  furnish  good  food  under  sanitary  sur- 
roundings at  cheaper  prices  than  it  could  be  bought  outside,  but 
obviate  the  necessity  of  spending  any  of  the  scant  half-hour  allowed 
for  lunch  in  walking  to  and  from  some  outside  restaurant.  There 
would  seem  to  be  no  good  reason  why  arrangements  could  not  be 
made  to  have  such  lunch  rooms  run  either  by  the  Government  itself, 
by  a  cooperative  organization  of  employees,  or  by  some  private  con- 
cern under  Government  supervision,  installed  in  practically  all  of 
the  larger  buildings. 

The  comparative  lack  of  opportunity  for  healthy  recreation  and 
social  intercourse  is  a  problem  which  must  be  solved  primarily  by 
the  employees  themselves,  as  they  are  already  doing  to  a  considerable 
extent  through  their  various  organizations.  The  Government  can, 
however,  help  at  least  by  moral  support  and  perhaps  by  allowing  the 
wider  use  of  certain  of  its  buildings  outside  of  office  hours.  To  do 
so  would  be  well  worth  while  from  the  standpoint  of  morale  and 
efficiency. 

Increased  opportunities  for  training  in  the  Government  service, 
along  the  lines  recommended  in  the  next  chapter  of  this  report, 
would  also  do  much  to  increase  the  attractiveness  of  employment  in 
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Washington.  This  is  particularly  true  of  employees  who  are  eager 
to  supplement  their  education,  but  who  find  themselves  handicapped 
under  present  conditions. 

Need  for  a  Personnel  Manager. 

Recent  experience  in  the  industrial  world  has  brought  to  light 
the  need  in  every  plant  of  an  employment  manager  who  is  inter- 
ested not  only  in  the  fair  and  uniform  administration  of  general 
i-egulations,  but  in  the  relations  of  the  employees  to  their  super- 
visors and  to  one  another,  to  their  environment  and  their  work.  So 
valuable  has  the  emplojrment  manager  proved  to  be  in  securing 
among  the  employees  that  spirit  of  cooperation  so  essential  for  per- 
manent efficiency  that  practical  business  men  are  investing  consider- 
able sums  of  money  in  his  department,  which  has  taken  its  place 
by  the  side  of  those  handled  by  the  purchasing,  production,  and 
sales  managers. 

In  the  Government  service  various  functions  of  an  employment 
manager's  department  have  been  tried  out  in  certain  of  the  depart- 
ments, particularly  in  the  War  Department,  with  results  that  appear 
to  have  been  very  successful,  from  the  point  of  view  of  both  the  ad- 
ministrative officer  and  the  employee.  Working  conditions  have 
been  improved,  malingering  and  absenteeism  have  been  reduced,  edu- 
cational classes  have  been  organized,  social  and  recreational  activi- 
ties have  been  stimulated,  and  the  newcomer  has  been  assisted  to 
adjust  himself  to  those  in  charge  and  to  find  his  place  in  the 
service.  These  activities,  taken  as  a  whole,  have  led  to  a  marked 
improvement  in  working  conditions  and  in  the  morale  of  the  em- 
ployees, and  might  well  be  developed  along  related  lines. 

A  small  corps  of  men  and  women  in  each  establishment  who  are 
trained  in  the  technique  of  personnel  management  would  stand  in 
the  minds  of  the  workers  as  a  guaranty  of  fair  treatment  and  good 
working  conditions.  They  would  soon  be  able  to  make  a  sustained 
appeal  for  organization  loyalty  that  would  surpass  any  such  appeal 
made  elsewhere,  because  finally  organization  loyalty  means  in  this 
case  national  service.  Justice  from  the  organization  and  loyalty  to 
the  organization  would  all  but  naturally  result,  and  would  be 
bound  in  the  end  to  bring  about  that  sort  of  teamwork  that  is 
essential  in  this  unexampled  cooperative  enterprise  known  as  the 
Federal  civil  service. 

To  be  most  effective  in  the  various  departments,  work  along  these 
lines  should  be  accompanied  by  the  development  of  a  comprehensive, 
service-wide,  personnel  policy,  administered  by  a  central  personnel 
agency  which,  among  other  things,  would  cooperate  with  and  help 
to  coordinate  the  work  of  the  personnel  managers  in  the  various 
departments.  Such  a  policy  and  agency  are  proposed  and  fully 
discussed  in  the  next  chapter  of  this  report. 


CHAPTER  V 

THE  FINDINGS  AND  RECOMMENDATIONS  OF  THE  COMMISSION 
REGARDING  THOSE  POLICIES  AND  MEASURES  THAT  CONTROL 
THE  GOVERNMENT'S  RETURN  IN  EFFICIENT  PERSONAL  SERV- 
ICE FOR  THE  COMPENSATION  PAID— SELECTION.  TRAINING, 
EFFICIENCY.  ADVANCEMENT,  PROMOTION,  REMOVAL,  AND 
RBTIRraiBNT 


The  Commission  wishes  to  place  itself  clearly  on  record  as  consid- 
ering the  salary  schedules  recommended  (set  forth  in  Part  II)  to 
be  "  equitable ''  only  if  the  Government  receives  a  full  return  in 
efficient  personal  service,  and  not  otherwise.  It  proposes  those  rates 
of  compensation  on  the  assumption  that  the  Government  will  be 
assured  of  such  return.  Furthermore,  the  Commission  does  not  want 
its  recommendations  as  to  salary  scales  for  the  various  classes  of 
positions  in  the  service  to  be  construed  as  meaning  that  it  is  of  the 
opinion  that  all  of  these  positions,  or  even  all  of  these  classes,  are 
necessary  to  the  administration  of  the  Government,  or  that  the 
present  incumbents  are  in  every  case  deserving  of  their  positions. 
It  is  of  the  opinion,  however,  that  the  three  questions  involved  should 
be  kept  distinct  and  separate  in  the  interests  of  clear-thinking  and 
good  administration :  First,  is  the  job  necessary?  second,  what  should 
an  efficient  incumbent  be  paid?  and,  third,  how  can  an  efficient  em- 
ployee be  secured,  encouraged,  and  retained  ? 

The  Commission's  assignment,  of  course,  has  been  to  answer  the 
second  question,  and  it  has  done  so  to  the  best  of  its  judgment.  It 
has  done  so,  however,  on  the  assumption  that  Congress,  as  the 
appropriating  body  and  the  administrators  of  the  several  depart- 
ments, would  answer  the  first  question  and  authorize  only  necessary 
positions,  and  that  the  required  machinery  would  be  adopted  for 
the  securing  of  an  efficient  personnel.  In  the  opinion  of  the  Commis- 
sion, based  on  what  it  has  learned  in  the  course  of  its  extensive  and 
detailed  investigations,  there  is  no  authority  that  can  now  give 
affirmative  answer  to  the  first  question — ^the  question  of  whether  all 
of  the  positions  in  the  Government  service  are  necessary  to  the  carry- 
ing  on  of  essential  public  business.  Nor  does  the  Commission  find 
that  the  measures  necessary  to  secure  and  retain  an  efficient  personnel 
have  been  adequately  developed  or  applied.  It  feels  called  upon  to 
indicate  to  what  extent  it  finds  the  needed  provisions  to  be  lacking 
and  what,  in  its  opinion,  must  be  supplied. 

The  requirements  as  the  Commission  sees  them  can  best  be  brought 
out  by  a  brief  analysis  of  the  whole  problem  of  departmental  ad- 
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ministration  that  will  set  forth  the  relationship  between  the  three 
questions  enumerated  above. 

The  Problem  of  Organization  Efficiency 

There  are  a  number  of  processes  involved  in  the  building  up  of  a 
departmental  organization,  and  the  way  each  is  carried  out  will  de- 
termine the  limitations  of  economy  and  efficiency  in  the  remaining 
steps. 

In  the  first  place,  the  departmental  task  must  be  specified — ^the 
things  that  are  to  be  accomplished  by  the  departmental  organization 
must  be  set  forth.  The  initiative  in  this  respect  ordinarily  rests  with 
the  Congress.  In  some  cases  the  statutes  enacted  set  forth  the  func- 
tions of  the  department  in  considerable  detail;  in  other  cases  they 
merely  indicate  the  general  purpose  of  the  work  to  be  done  and  leave 
it  to  the  departmental  management  to  translate  the  general  assign- 
ment into  specific  undertakings. 

When  the  departmental  task  has  been  specified,  the  next  step  is  to 
define  the  departmental  organization  and  methods  of  procedure, 
which  involves  the  distribution  of  the  department's  functions  among 
its  bureaus,  divisions,  and  sections,  and  their  redistribution  to  indi- 
vidual positions  and  the  adoption  of  the  most  time  saving  and  effec- 
tive methods  of  procedure  for  carrying  on  the  departmental  business. 

While  the  general  outlines  of  the  departmental  organization  may 
be  indicated  in  the  statute,  the  design  of  the  organization  structure  is 
ordinarily  and  more  properly  left  to  those  who  are  to  be  charged  with 
the  department  management.  The  department,  with  such  aid  and 
counsel  as  is  available,  must  determine  the  minimum  number  of  posi- 
tions of  each  kind  (class)  called  for  to  handle  the  volume  of  work 
that  falls  to  each  division  and  section.  The  numbers  and  kinds  of 
positions  needed  will,  of  course,  be  determined  entirely  by  the  expert- 
ness  with  which  the  organization  is  constructed,  the  extent  to  which 
duplication  and  overlapping  is  avoided,  the  success  achieved  in  the 
devising  of  methods  of  procedure  that  will  be  simple  and  labor-sav- 
ing, and  the  other  factors  that  go  to  make  up  administrative  ability. 
Whether  the  department  is  newly  established,  whether  only  a  new 
division  or  section  is  to  be  set  up,  or  whether  it  is  a  reorganization 
of  an  existing  department  that  is  in  question,  these  same  principles 

apply. 

In  the  course  of  the  preparation  of  the  776  charts,  showing  in 
detail  the  present  organization  of  the  departments  making  up  the 
Washington  service,  the  Commission  has  bed)me  convinced  that 
there  arc  man3^  opportunities  for  increased  economy  and  efficiency 
that  would  be  brought  to  light  by  a  systematic  measuring  up  of 
the  existing  organizations  and  existing  methods  of  doing  depart- 
mental business  with  standards  that  have  been  developed  in  the 
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business  world  through  the  incentive  of  competition.  It  has  noted 
complex,  indefinite,  poorly  designed  organization;  inadequate  pro- 
visions for  administrative  control  and  supervision;  apparent  dupli- 
cation between  departments  and  within  departments;  conflict  of 
authority  and  overlapping  of  functions;  overmanning;  unstandard- 
ized  procedure;  unnecessary  records;  and  other  unbusinesslike 
methods.  The  Commission  is  of  the  opinion  that  what  the  Govern- 
ment should  want  and  what  the  employees  should  want  and  do  want 
is  fair  compensation  for  efficient  service  in  necessary  jobs  and  the 
entire  elimination  of  unnecessary  work  and  unnecessary  jobs.  The 
Commission  recommends  therefore: 

Recommendation  15, — That  the  Congress  undertake  a  systematic 
examination  of  the  functions  now  being  exercised,  the  or- 
ganization now  in  effect,  and  the  methods  of  procedure  in  use 
in  the  several  departments  and  independent  establishments 
making  up  the  Washington  service,  and  in  fact  such  a  study 
might  well  be  extended  to  the  entire  Federal  service,  in  order 
that  unnecessary  work,  duplicated  work,  improperly  allocated 
work,  instances  of  poor  organization,  and  expensive  or  in- 
efficient methods  of  conducting  business  may  be  discovered 
and  eliminated. 

The  Commission  is  convinced  that  the  savings  that  will  result 
from  such  a  study  and  from  the  improvement  of  the  conditions  found 
will  more  than  offset  the  increase  in  pay  roll  that  will  result  from  the 
adoption  of  the  schedules  of  compensation  proposed  in  Part  II. 

The  Problem  of  an  Efficient  Personnel 

Assuming,  however,  that  departments  have  adopted  the  most  effec- 
tive methods  of  procedure  possible  and  have  cut  their  organizations 
down  to  the  minimum  required  to  carry  on  the  necessary  business 
under  these  perfected  methods,  there  remains  th6  problem  of  secur- 
ing and  retaining  a  competent  and  industrious  personnel  to  man 
those  positions  that  are  found  to  be  necessary.  What  are  the  policies 
and  what  are  the  practical  measures  that  will  bring  about  the  best 
solution  of  this  "problem  of  personnel,"  as  it  has  been  termed? 
Not  merely  adequate  salaries  and  attractive  working  conditions  are 
needed.  It  is  absolutely  essential  that  there  be  consistent  applica- 
tion of  a  wise  employment  policy.  Such  a  policy  must  provide  for 
the  scientific  selecting  and  the  systematic  training  of  workers,  the 
careful  measuring  of  individual  efficiency,  the  advancement  and 
promotion  of  the  deserving,  the  elimination  of  the  inefficient,  and  the 
retirement  of  the  incapacitated.  It  must  provide  for  the  enlisting  of 
the  confidence  and  support  of  the  whole  service  by  some  plan  that 
will  give  the  employees  themselves  a  voice  in  devising  the  measures 
by  which  these  things  are  to  be  brought  about  and  an  opportunity 
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to  see  that  they  are  uniformly  and  justly  applied.  It  also  obviously 
calls  for  a  central,  independent,  fully  authorized  agency  to  admin- 
ister these  measures. 

Recommemlation  16. — The  Commission  therefore  recommends 
that  the  Congress  provide  for  a  comprehensive  and  uniform 
employment  policy,  to  be  administered  by  a  central  personnel 
agency,  logicallv  and  preferably  the  Civil  Service  Commis- 
sion, and  to  include  the  necessary'  measures  for  the  standard- 
ization of  rates  of  compensation  and  working;  conditions  and 
for  the  selection,  development,  and  retention  of  an  efficient 
personnel ;  and  that  an  aavisory  council  consisting  of  an  equal 
number  of  representatives  of  administrative  officers  and  em- 
ployees be  established  to  advise  the  Civil  Service  Commission 
on  matters  coming  under  the  jurisdiction  of  the  latter,  and  to 
arrange  for  the  formation  of  personnel  committees  in  the 
various  departments. 

The  organization,  scope,  and  functions  of  such  a  central  personnel 
agency,  as  well  as  of  the  advisory  council  and  pei*sonnel  committees, 
are  discussed  in  detail  at  the  end  of  this  chapter.  Before  taking  up 
this  discussion,  however,  certain  measures  necessary  to  the  maintain- 
ing of  an  efficient  civil  service,  which  would  be  handled  by  the  cen- 
tral agency,  will^be  discussed.  Tlie  Commission  will  report  briefly 
on  the  present  practice  as  it  finds  it  to  be,  and  will  offer  recommenda- 
tions in  each  case.  These  recommendations,  taken  together,  consti- 
tute its  proposal  for  a  comprehensive  employment  policy  for  the 
United  States  Government. 

Selection  of  Employees 

An  efficient  personnel  in  the  Government  service  is  dependent 
primarily  upon  the  methods  used  in  its  selection.  Subsequent  meas- 
ures for  promoting  efficiency,  no  matter  how  carefully  they  may  be 
planned  and  administered,  are  to  a  large  extent  necessarily  limited 
by  the  potential  capacity  of  the  employee  when  he  enters  the  service. 
The  methods  of  selection  which  are  used  should,  therefore,  aim  not 
only  to  prevent  the  incompetent  from  coming  into  the  service,  but 
to  secure  those  who  have  real  talent  and  adaptability  for  the  various 
lines  of  work  involved. 

It  is  now  the  function  of  the  Civil  Service  Commission  to  see 
that  this  is  done  in  the  case  of  those  positions  and  employees  subject 
to  the  civil-service  act  of  1883.  Up-to-date  figures  are  not  readily 
available  as  to  the  exact  per  cent  of  the  total  number  of  employees 
which  this  includes.  The  best  information  that  can  be  had,  how- 
ever, indicates  that  probably  well  over  90  per  cent  of  those  in  the 
Federal  service  in  the  District  of  Columbia  are  subject  to  the  act 
and  ai*e  recruited  through  competitive  civil-service  examinations. 
Tlie  remainder  of  the  force  in  Federal  employ,  and  all  employees  of 
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the  District  of  Columbia,  are  selected  by  the  supervisory  officials  in 
charge  of  the  work,  except  members  of  the  police  aad  fire  depart- 
ments, and  except  those  in  the  comparatively  few  instances  where 
special  arrangements  have  been  made  with  the  Civil  Service  Com- 
mission to  examine  applicants  for  positions  not  subject  to  the  civil- 
service  act.  Naturally,  the  character  and  effectiveness  of  the  methods 
followed  in  the  filling  of  excepted  positions  are  as  varied  as  the 
poi^nts  of  view  and  temperaments  of  the  appointing  officers.  Grood 
appointments  are  of  course  possible  under  these  conditions,  but  there 
is  no  assurance  that  they  will  be  made,  the  exercise  of  favoritism  is 
possible,  and  it  is  practically  certain  that  no  uniform  policy  will  be 
followed  in  the  filling  of  positions  of  similar  character  and  respon- 
sibility. 

The  Civil  Service  Commission,  on  the  other  hand,  has  developed 
uniform  and  efficient  methods  for  the  application  of  the  merit  system 
in  the  filling  of  positions  coming  under  its  jurisdiction.  A  brief 
statement  of  what  the  Commission  has  found  with  regard  to  the 
Civil  Service  Commission's  method  of  selecting  employees  is  pre- 
sented in  the  following  paragraphs : 

Much  attention  has  been  paid  by  the  commission  to  the  develop- 
ment of  examinations  which  will  insure  the  securing  of  thoroughly 
qualified  employees.  The  standards  set  by  the  commission  for  en- 
trance to  the  service  are  in  general  high,  and  the  lowering  of  stand- 
ards which  was  necessary  during  the  war  in  order  to  obtain  any 
applicants  at  the  salaries  that  could  be  paid  is  beins  done  away  with 
as  rapidly  as  the  supply  of  available  material  makes  that  possible. 

It  IS  evident  that  no  matter  how  effective  an  examination  may  be 
in  discovering  the  desired  type  of  appointee,  it  can  be  of  no  great 
service  unless  wide  publicity  is  given  to  its  announcement  in  order 
that  qualified  applicants  may  be  attracted  to  enter  it.  The  Civil 
Service  Commission  therefore  has  large,  carefully  selected  lists 
through  which  it  brings  its  announcements  of  examinations  to  the 
attention  of  prospective  candidates  who  may  be  interested.  For  ex- 
ample, there  are  8,000  local  boards  of  civil -service  examiners;  400 
colleges  and  universities;  press  lists  of  news  associations,  news  cor- 
respondents, library  associations,  employment  agencies,  etc.,  to  which 
practically  all  announcements  of  examinations  are  sent.  Highly 
specialized  lists  are  also  on  file  and  appropriate  announcements  are 
sent  to  those  on  these  selected  lists.  Street  car  advertisements,  mov- 
ing picture  films,  specially  prepared  news  items^  and  the  like,  have 
been  used  in  advertising  examinations.  It  is  estimated  that,  during 
the  war,  more  than  two  million  dollars'  worth  of  advertising  was  ob- 
tained free  of  charge  from  various  sources. 

Some  attention  h:>s  been  given  to  the  question  of  inducing  colleges 
and  universities  to  n>odify  tiieir  courses  lor  the  purpose  of  preparing 
students  for  Government  work.  It  is  believed  that  this  line  of  ac- 
tivity could  be  carried  very  much  further  to  the  advantage  of  both 
students  and  the  Government.  If  adequate  salaries  are  paid  for  re- 
search positions  in  the  Government  service,  such  positions  should  be 
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most  attractive  to  graduates  from  educational  institutions  as  oppor- 
tunities for  a  career.  The  Civil  Service  C!ommission  might  well 
keep  these  institutions  more  fully  informed  than  it  now  does  as  to  the 
openinfi;s  and  opportunities  in  the  Government  service,  and  advise 
as  to  the  shaping  of  courses  to  meet  such  needs.  Inasmuch  as  every 
position  coming  within  the  scope  of  the  civil-service  act  should  be 
filled  competitively,  every  possible  publicity  should  be  given  to  all 
examinations,  and  the  more  thorough  the  recruiting  the  better  should 
be  the  results^ 

The  problem  of  filling  any  positicm  requires  the  analysis  of  the 
duties  to  be  performed ;  the  determination  of  the  qualifications  needed 
for  the  discharge  of  these  duties;  the  establishing  of  such  tests  as 
wiU  discover  the  tjrpe  of  «nployee  desired ;  the  setting  up  of  such 
limitations  as  will  prohibit  the  unqualified  from  competing ;  and  the 
application  of  a  fair  and  equitable  system  of  rating  the  papers.*  In 
view  of  the  fact  that  during  normal  times  more  than  200,000  people 
are  examined  each  year  for  positions  in  the  Government  service,  and 
that  several  hundred  kinds  of  examinations  are  held,  it  is  evident 
how  great  and  difficult  is  the  problem  of  devising  examinations  which 
will  accurately  discover  the  desired  qualifications  of  those  who  enter 
them. 

In  the  formulation  of  examinati(»is,  the  Civil  Service  Commission 
has  attempted  to  vary  the  type  to  suit  the  requirements  of  the  posi- 
tion. It  has  accordingly  used  every  kind  of  examination,  from  the 
physical  examination  only,  to  the  refined  unassembled  examination. 
It  has  found  it  advisable  to  test  the  clerical  force  by  basic  scholastic 
examinations,  and  to  use  the  work  test  and  the  oral  interview  where 
these  would  definitely  reveal  the  qualifications  of  the  applicants.  It 
has  differentiated  between  the  needs  for  a  simple  written  examina- 
tion and  those  for  an  unassembled  examination. 

The  varying  kinds  of  examinations  have  been  the  result  of  a  slow 
evolutionary  process  which  has  worked  itself  out  to  a  fairly  satisfac- 
tory degree  in  procuring  eligibles  for  the  varying  needs  of  the 
Government  service.  Lack  of  funds  has,  however,  prevented  the 
Civil  Service  Commission  from  doing  all  that  might  have  been  done 
in  this  respect,  and  additional  appropriations  should  be  granted  it 
for  investigations  that  would  lead  to  the  betterment  of  existing 
types  of  examination  and  the  development  of  new  types.  Thus,  the 
psychological  test,  to  which  much  consideration  was  given  during 
the  war,  is  worthy  of  study ;  and  the  Civil  Service  Commission  has, 
in  fact,  in  spite  of  its  limited  resources,  already  arranged  for  a  pre- 
liminary investigation  by  an  authority  on  the  subject  of  the  adapt- 
ability of  this  method  of  test  to  Government  needs. 

Lack  of  funds  has  likewise  handicapped  the  Civil  Servjce  Com- 
mission in  procuring  highly  specialized  examiners  to  formulate  and 
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pass  upon  scientific,  technical,  and  professional  examinations.  Be- 
cause of  an  inadequate  force,  it  has  been  compelled  to  depend  to  a 
large  degree  upon  the  experts  in  the  various  departments  for  a  state- 
ment of  the  duties  of  a  position,  .the  subjects  which  should  compose 
the  examination,  and  the  prerequisite  which  should  be  set  up.  The 
service  at  large  would  be  greatly  benefited,  and  the  influence  of  the 
Civil  Service  Commission  greatly  extended,  if  sufficient  appropria- 
tions were  made  to  provide  for  a  number  of  high-grade  expert  ex- 
aminers who  could  keep  in  constant  touch  with  the  various  technical 
bureaus  and  be  intimately  informed  concerning  their  needs  and  re- 
quirements.  Such  a  force  would  also  make  it  possible  to  safeguard 
more  adequately  .the  interests  of  competitors.  It  would  make  prac- 
tically impossible  the  setting  up  of  an  examination  for  a  particular 
person.  It  would  also  insure  a  more  discriminatory  rating  of  the  ex- 
amination  papers. 

Until  about  10  years  ago,  the  Civil  Service  Commission  had  very 
little  direct  personal  representation  in  its  contact  with  the  various 
bureaus,  especially  the  highly  technical  bureaus.  For  the  last  sev- 
eral years  it  has  employed  one  examiner  who  has  been  assigned  to 
keeping  in  touch  with  the  technical  bureaus  in  order  fully  to  under- 
stand their  needs,  to  assist  them  in  solving  civil-setvice  difficulties, 
and  to  be  responsible  for  the  equitable  rating  of  their  examination 
papers.  The  influence  of  a  single  representative  in  this  capacity  has 
dissipated  much  of  the  opposition  to  the  Civil  Service  Commission's 
holding  examinations  for  responsible  specialized  positions.  It  has  also 
created  a  spirit  of  cooperation  between  the  Civil  Service  Commission 
and  the  departments  which  has  been  exceedingly  beneficial  to  the  de- 
partments, the  Civil  Service  Commission,  and  the  competitors  in- 
volved. If  a  sufficient  number  of  employees  of  this  type  could  be 
used  to  connect  intimately  the  various  departments  with  the  Civil 
Service  Commission,  it  is  believed  that  an  exceedingly  useful  purpose 
would  be  served. 

Recommendation  17  (a) . — The  Commission  recommends  that  all 

Positions  hereafter  be  filled  by  the  appointment  of  those  best 
tted  to  perform  the  duties  as  determmed  by  the  central  per- 
sonnel agency  through  the  most  effective  methods  of  test  and 
investigation.  * 

Probationary  Period 

The  law  provides  for  a  probationary  period  for  the  appointee  prior 
to  absolute  appointment,  during  which  time  an  opportunity  is  af- 
forded administrative  officials  to  determine  whether  the  attitude,  in- 
dustry, and  personal  qualities  not  brought  out  by  formal  tests  or  by 
investigation  of  previous  career  are  such  as  to  make  him  a  suitable 
employee  for  permanent  retention  in  the  Government  service.    This 
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period  is  six  m(»iths  in  length,  except  for  a  few  positions,  in  the  case 
of  which  it  has  been  extended  to  one  year.  While  the  probationary 
period  is  regarded  by  the  Civil  Service  Commission  as  a  part  of  the 
entrance  examination,  in  practice  very  little  attention  is  paid  to  it 
and  about  99  per  cent  of  those  who  are  appointed  on  probation  be- 
come permanent  employees  practically  by  default.  In  other  words, 
unless  the  administrator  reports  adversely  at  the  end  of  the  i>eriod, 
the  appointment  automatically  becomes  permanent. 

The  Commission  believes  that  a  more  thorough  and  effective  use 
should  be  made  of  the  probationary  period,  and  that  the  law  should 
be  so  changed  that  probationary  appointments  could  become  perma- 
nent only  by  a  definite  administrative  decision. 

Recommendation  17  (&). — The  Commission  therefore  recom- 
mends that  administrative  officials  be  required  to  submit  to 
the  Civil  Service  Commission  such  reports  regarding  the 
efficiency  of  probationary  appointees  as  the  Commission  may 
require,  and  that  no  permanent  appointment  be  made  except 
on  certificate  by  the  Commission  that  the  employee  has  satis- 
factorily passed  his  probationary  period. 

Under  this  provision  the  Civil  Service  Commission  might,  for 
example,  require  that  bimonthly  reports  be  submitted  by  the  head  of 
the  department  or  other  organization,  during  the  probationary 
period,  certifying  as  to  the  efficiency  of  the  appointee.  In  case  of 
an  adverse  report  the  Civil  Service  Commission  would  naturally 
withhold  certification  of  permanent  appointment  No  probationary 
app>ointee  would  then  be  permitted  to  become  a  permanent  appointee 
until  after  the  required  number  of  reports  had  been  made  upon  his 
efficiency  and  the  CivU  Service  Commission  had  issued  a  certificate 
of  p>ermanent  appointment. 

These  precautions  would  force  upon  appointing  officers  careful 
inspection  of  the  work  of  probationary  appointees  and  would  safe- 
guard the  Government  from  placing  upon  its  rolls  permanently 
those  who  had  failed  to  show  proper  ability  to  do  the  work.  By 
predicating  permanent  appointment  on  a  decision  instead  of  an 
omission,  the  probationary  period  would  become  a  really  effective  part 
of  the  examination,  as  it  is  evident  the  law  intended  it  should  be. 
It  should  not  be  overlooked  that  the  merit  system  requires  the  ex- 
clusion of  the  unfit  fully  as  much  as  the  retention  of  the  fit,  and  that 
the  removal  of  the  unfit  during  the  probationary  period  works  less 
hardship  on  them  and  is  less  costly  to  the  Government  than  demotion 
or  dismissal  after  they  have  received  permanent  appointment. 

The  departmental  representatives  of  the  Civil  Service  Commission, 
suggested  later  in  this  chapter,  could  be  of  assistance  in  making 
the  probationary  period  a  real  test  of  fitness.  Administrative  offi- 
cers would  undoubtedly  welcome  the  cooperation  of  these  represen- 
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tatives  in  keeping  track  of  probationary  appointees  with  a  view  to 
determining  their  suitability  for  permanent  appointment  and  the 
possibility  of  making  more  effective  use  of  their  services  by  reas- 
signment or  transfer. 

Training  of  Employees 

Much  of  the  Government's  work  is  of  a  character  not  duplicated  in 
the  outside  world.  In  many  cases  it  is  not,  therefore,  possible  to  find 
appointees  who  can  effectively  handle  the  work  without  a  consider- 
able period  of  instruction  or  experience.  This  is  especially  true  in 
some  of  the  higher  positions,  where  the  duties  become  more  and  more 
specialized.  While  such  places  should  ordinarily  be  filled  by  promo- 
tion from  among  those  already  in  the  service,  a  certain  amount  of 
preliminary  training  is  necessary  before  employees  in  the  lower  ranks 
will  be  in  a  position  to  qualify  for  promotion. 

The  wastefulness  of  the  method  of  letting  a  new  employee  learn 
through  his  own  mistakes  or  from  such  observation  as  he  may  care  to 
make  of  the  way  his  fellow  employee  does  things  has  come  to  be  gen- 
erally appreciated.  In  the  business  world  many  corporations  have 
found  that  training  courses  increase  both  the  efficiency  and  the  esprit 
de  corps  of  their  employees  and  are  of  immense  practical  value.  As 
a  result,  there  is  now  a  widespread  movement  to  develop  and  expand 
work  of  this  sort. 

In  spite  of  these  facts,  few  of  the  Government  bureaus  have  paid 
any  attention  to  the  matter  of  systematic  training  either  of  new  em- 
ployees, in  order  that  they  may  become  rapidly  useful  and  proficient 
in  their  assigned  work,  or  of  old  employees  to  increase  their  efficiency 
and  qualifications  for  promotion.  A  rather  careful  survey  by  the  Com- 
mission, however,  has  brought  out  the  following  instances  where  sys- 
tematic training  courses  have  been  installed : 

(1)  Bureau  of  Engraving  and  Printing. — ^In  this  bureau  there 
are  apprentices  in  engraving,  transferring,  and  plate  finishing,  the 
term  of  apprenticeship  lasting  four  years,  with  a  graduated  rate  of 
pay,  beginning  with  a  very  low  rate  followed  by  automatic  increases 
each  year.  Apprentices  are  assigned  to  different  divisions  so  as  to 
give  them  actual  experience  in  different  kinds  of  work.  The  usual 
tiln^'cif  assignment  to  any  one  division  is  six  months.  Printer's  as- 
sistants are  instructed  for  a  period  of  25  days  before  being  regularly 
assigjied  to  work.  All  instruction  is  given  by  experienced  printers, 
and  is  a  regular  part  of  their  work.  AH  of  the  cost  is  borne  by  the 
Government. 

(2)  Navy  Yard. — The  navy  yard  conducts  a  school  for  appren- 
tices, with  instructors  selected  from  experienced  mechanics.  Three 
sessions  are  held  each  day,  a  session  lasting  two  hours,  and  each 
apprentice  attends  two  sessions  a  week.  The  instruction  is  given 
during  regular  working  hours,  and  the  instructors  assign  "home 
work,"  but  its  completion  can  not  be  required. 
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(3)  BuBEAU  OF  iNTBRif  AL  Bbvxnue. — ^The  Income  Tax  Unit  of  the 
Bui-eau  of  Internal  Revenue  conducts  a  traininjg  course  for  members 
of  the  unit  who  are  not  already  auditors.  An  mcrease  in  the  output 
and  greater  accuracy  are  the  results  obtained.  The  work  is  care- 
fully organized  under  the  direction  of  a  training  section,  with  a 
total  annual  pay  roll  of  $10,450,  exclusive  of  bonus.  Classes  are 
formed  by  the  voluntary  application  for  training  by  the  employees 
of  the  unit.  The  subjects  of  instruction  are  law  and  accounting, 
with  various  subdivisions  as  may  be  necessary.  All  class  sessions 
conducted  directly  by  the  training  section  are  held  after  4.30  p.  m. 
^>pecial  instruction  regarding  particular  work  performed  by  a  divi- 
sion or  section  is  conducted  during  working  nours,  since  it  is  an 
integral  part  of  the  auditing  work. 

(4)  Intesstate  CoMMSfiCE  CoKHissiON. — The  demand  for  prop- 
erly trained  examinei's,  tarijf  clerks,  typists,  and  stenographers  has 
led  to  the  establishment  of  three  courses  of  instruction  in  the  work 
of  the  Intei-state  Commerce  Commission : 

(a)  Classes  for  examiners  meet  once  a  wec'k  at  4  p.  m.  and  last 
until  5  or  5.30  p.  m.  The  instruction  consists  of  lectures  on  the  act 
to  regulate  <x>nmaerce  and  the  related  statutes  under  which  the  Inter- 
state Commerpe  Conunission  operates.  As  a  result  the  commission 
has  procured  trained  employees,  not  otherwise  available,  and  em- 
ployees have  earned  promotions  which  otherwise  would  have  been 
i*ntirely  out  of  their  reach. 

(b)  A  course  of  study  for  tariff  clerks  includes  such  matters  as  the 
construction  and  filing  of  tariffs,  quoting  of  rates,  and  checking 
tariffs  for  compliance  with  commission  orders.  The  classes  meet 
once  a  week  for  conference  and  assignment  of  home  work  by  the 
instructor. 

{c)  A  course  of  instruction  for  typists  and  stenographers  was 
established  when  it  became  next  to  impossible  to  obtain  eligibles 
from  the  registers  of  the  Civil  Service  Commission.  For  a  time  the 
school  day  extended  from  9  a.  m.  to  4.30  p.  m.,  and  persons  having 
only  an  elementary  knowledge  of  stenography  and  typewriting  were 
admitted.  More  recently  the  course  has  been  put  on  the  same  basis 
us  other  courses;  that  is,  from  4  to  6  or  5.80  p.  m. 

(5)BuREAu  OF  Standabds.— During  the  past  10  years  graduate 
courses  of  instruction  in  physics,  mathematics,  and  chemistry  have 
been  maintained  at  the  Bureau  of  Standards.  The  work  has  been 
carried  out  upon  a  semiofficial  basis,  the  object  being  the  better  train- 
ing of  the  younger  members  of  the  staff  for  their  technical  duties. 
The  courses  have  been  along  the  same  lines  as  are  offered  in  the 
graduate  schools  of  universities,  and  a  student  may  within  a  reason- 
able time  do  sufficient  graduate  work  at  the  bureau  to  allow  him  to 
secure  a  doctor's  degree  in  a  single  year  of  residence  at  a  university. 
The  lectures  are  given  either  before  the  day's  work  begins  or  after 
hours;  but  exceptions  are  made — ^as,  for  exami>le,  when  a , course  in 
least  squares  was  given  partly  in  office  hours  since  it  was  "njecessary 
that  assistants  in  the  optical  division  have  such  training  for  an  im-. 
portant  research  then  in  progress.  The  work  is  conducted  without 
cost  to  the  Government,  the  moderate  tuition  fees  paid  by  thestq^^V  . 
dents  being  sufficient  to  pay  a  nominal  remuneration  to  the  lecturers*. 
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These  examples  of  successful  training  courses,  ranging  from  ap- 
prentice courses  to  graduate  university  lectures,  indicate  the  possi- 
bilities that  exist  in  an  extension  of  tiie  training  idea  into  other 
bureaus  and  establishments.  An  official  in  the  training  section  of  the 
Income  Tax  Unit  of  the  Bureau  of  Internal  Revenue  has  expressed 
the  opinion  that  the  small  expenditure  made  for  training  in  that 
unit  is  the  best  paying  investment  that  the  Government  makes.  The 
conditions  in  most  bureaus  are  summed  up  in  this  brief  statement, 
"  Each  employee  gradually  gets  a  working  knowledge  of  all  the 
work,"  at  great  cost  to  the  Government;  for  probably  less  than  10 
per  cent  of  the  offices  and  bureaus  make  any  systematic  efforts  to  train 
new  employees  for  their  work  or  old  employees  for  greater  efficiency. 

The  success  of  the  apprentice  system  at  the  Bureau  of  Engraving 
and  Printing  and  at  the  Navy  Yard  raises  the  question  as  to  whether 
the  system  might  not  be  introduced  to  advantage  elsewhere — as,  for 
example,  at  the  Government  Printing  Office.  This  would  be  entirely 
fair  to  the  employee  wherever  the  variety  of  everyday  work  is  suffi- 
cient to  make  possible  the  securing  of  the  essential  experience  to  make 
the  apprentice  a  finished  mechanic  in  the  trade  which  he  is  learning, 
and  at  the  same  time  would  enable  the  Government  to  secure  em- 
ployees thoroughly  trained  for  its  particular  work. 

In  addition  to  more  or  less  formal  training  courses  the  efficiency  of 
the  service  could  be  increased  by  rotating  the  younger  employees, 
particularly  during  their  probationary  period,  from  one  part  of  the 
organization  to  another,  as  is  done  in  many  commercial  concerns,  so 
as  to  give  them  a  wider  experience  and  a  more  thorough  f  amiharity 
with  the  work  of  the  organization  as  a  whole. 

New  employees  can  also  be  helped  to  secure  an  adequate  idea  of 
the  functions  of  the  bureau  and  the  relation  of  their  own  work  to  it 
by  providing  them  with  introductory  descriptive  booklets.  New 
methods  and  new  ideas  can  to  a  considerable  extent  be  stimulated  by 
foreman  meetings,  seminars,  and  meetings  for  the  discussion  of 
periodical  literature  and  current  problems. 

The  Commission  believes  that  the  training  work  of  the  Federal 
Government  should  be  materially  expanded,  and  that  the  reclassifi- 
cation which  it  is  recommending  will  be  of  much  assistance  in  mak- 
ing possible  effective  development  of  such  training  work.  The  defi- 
nite educational  standards  prescribed  throughout  the  various  services 
should  facilitate  the  working  out  in  considerable  detail  of  the  general 
character  and  scope  of  the  training  needed  to  fit  Government  em- 
ployees to  render  the  most  effective  service.  While  such  training  will 
often  be  specifically  related  to  the  work  of  a  single  burefau  or  depart- 
ment, much  of  it  will  cut  across  department  lines  and  should  be  co- 
ordinated by  some  central  agency.  In  the  broad  field  of  training 
prospective  applicants  for  admission  ti  the  civil  service,  specially  de- 
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signed  courses  might  be  developed  through  contact  by  the  Ciyil 
Service  Commission  with  the  various  public  schools,  colleges,  and 
universities. 

In  order  that  training  along  the  various  lines  suggested  may  be 
properly  stimulated  and  coordinated  it  is  believed  that  general  super- 
vision over  the  work  should  be  centered  in  the  Civil  Service  Com- 
mission. The  primary  function  of  the  Civil  Service  Commission 
would  be  to  serve  as  a  clearing  house  for  ideas,  and  more  specifically 
to  stimulate  and  in  a  general  way  to  direct  the  training  activities  in 
the  various  bureaus.  In  the  judgment  of  the  Commission  the  syste- 
matic promotion  of  training  activities  under  the  general  oversight 
of  a  central  agency  properly  equipped  to  develop  the  work  would 
make  a  decided  advance  on  the  road  to  increased  efBciency.  It  would 
also  convert  many  of  the  ^^  blind  alleys  "  now  in  the  Federal  service 
into  highways  to  opportimities  really  worth  while  for  those  em- 
ployees with  sufficient  energy  and  ambition  to  take  advantage  or 
them. 

Rectmmiendaiion  18.— The  Conunission  recommends  that  the 
Civil  Service  Commission  be  empowered  to  undertake,  in  co- 
operation with  the  departments,  measures  for  the  training  of 
employees  for  increased  usefulness  in  the  service. 

Measurement  of  Individual  Efficiency 

One  of  the  most  important  considerations  in  the  building  up  of  a 
thoroughly  competent  and  effective  personnel  is  the  determination  of 
individual  efficiency  with  a  view  to  rewarding  the  efficient  and 
eliminating  the  inefficient.  For  particular  types  of  work  this  is 
relatively  easy.  With  such  work  as  counting  money,  punching 
cards,  or  writing  checks,  for  example,  it  is  a  comparatively  simple 
matter  to  determine  both  the  quantity  and  quality  of  the  output  of 
the  employee,  and  to  supplement  this  with  definite  statements  as  to 
habits  of  work,  attendance,  promptness,  and  general  efficiency.  On 
the  other  hand,  in  advanced  scientific  research,  it  is  very  difficult  to 
appraise  either  the  quantity  or  quality  of  output  in  a  fair  and  equita- 
ble manner.  An  astronomer  in  the  lA^aval  Observatory  working  on 
a  problem  that  takes  years  for  solution,  a  physicist  in  the  Bureau  of 
Standards  working  on  some  phase  of  radio  development,  a  chemist  in 
the  Bureau  of  Chemistry  studying  the  nutritive  value  of  com  meal, 
an  examiner  in  the  Patent  Office  engaged  on  an  intricate  and  com- 
plicated patent  case,  are  examples  of  instances,  scores  of  which  might 
be  cited,  where  the  work  can  not  be  easily  or  readily  evaluated  nor 
the  efficiency  of  the  individual  worker  put  down  justly  as  60,  90,  or 
99  per  cent. 

The  great  majority  of  Government  employees  faU  between  the 
groups  mentioned.    Their  work  is  not  so  clear-cut  and  easily  meas- 
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urable  as  money  counting  in  the  Treasury,  nor  so  intricate  and  long 
range  in  character  as  astronomical  research.  For  the  service  as  a 
whole  it  is  undoubtedly  a  difficult  matter  to  determine,  even  ap- 
proximately, the  absolute  or  comparative  output  or  productive  ca- 
pacity of  a  large  proportion  of  the  employees.  Many  bureaus  have 
nevertheless  attempted  to  do  so  by  the  establishment  of  systems  of 
efficiency  ratings.  Some  of  these  are  good,  some  bad ;  more  of  them 
are  indifferent  and  are  either  not  much  used  or  not  considered  of 
great  value. 

Efficiency  rating  systems  are  in  use  to  a  greater  or  less  extent  in 
the  Post  Office  Department,  the  Department  of  Agriculture,  the 
Government  Printing  Office,  the  Geological  Survey,  the  Bureau  of 
the  Census,  the  public  schools  of  the  District  of  Columbia,  the  Pen- 
sion Bureau,  and  a  few  other  establishments.  A  survey  of  the  work- 
ings of  these  systems  shows  that  opinions  as  to  their  merits  and  use- 
fulness range  from  the  statement  that  in  a  certain  department  the 
system  employed  is  regarded  as  "  fair  and  satisfactory,"  to  the  state- 
ment that  the  system  is  "  questionable,"  or  even  that  "  the  efficiency 
ratings  are  more  or  less  a  farce." 

There  seems  to  be  considerable  doubt,  therefore,  as  to  the  useful- 
ness of  prevailing  systems  of  efficiency  ratings  as  at  present  adminis- 
tered and  applied.  Very  frequently  they  are  discredited  both  by  ad- 
ministrative officers  and  employees.  Administrative  officers  question 
the  possibility  of  devising  systems  which  will  result  in  a  really  fair 
measurement  of  individual  efficiency,  particularly  in  the  higher 
ranks.  Consequently  they  fear  that  the  installation  of  efficiency 
rating  systems,  which,  in  their  opinion  will  necessarily  be  imperfect, 
will  seriously  hamper  effective  administration  by  interfering  with 
their  present  authority  to  grant  salar}^  advancements  and  to  fill 
vacancies  mainly  on  the  basis  of  their  personal  judgment  as  to  the 
capabilities  of  their  subordinates. 

The  employees,  on  the  other  hand,  are  inclined  to  question  the  in- 
fallibility and  impartiality  of  their  superiors.  Even  where  efficiency 
ratings  are  established  by  personnel  committees  made  up  both  of  ad- 
ministrative officers  and  employees,  this  is  apt  to  be  true.  Further- 
more, the  fact  that  efficiency  ratings  are  usually  surrounded  by 
secrecy  and  are  seldom  open  to  inspection  even  by  the  employee  con- 
cerned, inevitably  arouses  suspicion  and  distrust,  no  matter  how 
"'^scientiously  the  work  may  be  done. 

'i'lie  Commission  recognizes  that  the  problem  is  a  difficult  one,  and 
that  it  will  become  increasingly  so  as  more  frequent  hiterbureau  and 
interdepartmental  transfers  and  promotions  make  necessary  the  com* 
parison  of  employees  in  different  organizations.  It  is  convinced, 
however,  that  the  measurement  of  individual  efficiency  is  absolutely 
essential  to  insure  just  treatment  of  the  employee  and  a  fair  return 
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to  the  GoYeminent.    Clearly  the  pajrment  by  the  Government  of  a 

wage  sufficiently  high  to  enable  it  to  procure  efficient  service  in  com- 
petition with  the  rest  of  the  world  can  not  be  justified  unless  it  is 
assured  that  efficient  service  will  actually  be  received. 

The  Commission  can  see  no  way  of  securing  such  assurance  except 
by  the  establishment  of  efficiency  rating  systems.  These  systems  can 
be  as  varied  in  character  as  the  needs  of  the  different  organizations 
and  lines  of  work  require.  Obviously  no  single  system  can  be  devised 
that  will  be  applicable  to  the  entire  service.  Moreover,  in  the  present 
formative  stage  of  efficiency  rating  systems  it  is  highly  desirable  that 
considerable  latitude  be  allowed  for  experimentation  with  different 
systems  even  in  the  same  or  similar  lines  of  work.  At  the  same  time, 
in  order  to  secure  uniformity  and  to  give  each  organization  the  bene- 
fit of  the  experience  of  others,  the  general  supervision  of  some  cen- 
tral agency  is  necessary.  Full  authority  to  install  efficiency  rating 
systems  and  to  provide  for  their  application  in  such  ways  as  it  may 
deem  wise  should  be  given  to  the  Civil  Service  Conmiission,  which 
would  naturally  seek  the  fullest  cooperation  of  the  various  depart- 
ments in  the  prosecution  of  the  work.  The  actual  determinations  of 
the  ratings  of  individual  employees  should  be  left  to  administrative 
officers  in  the  organizations  concerned,  but  all  ratings  should  be  for- 
warded to  the  Civil  Service  Commission  and  should  be  subject  to  its 
review  and  final  approval. 

In  the  judgment  of  the  Conunission  the  development  of  effi- 
ciency rating  systems  along  these  lines  under  the  general  oversight 
of  the  agency  responsible  for  other  phases  of  personnel  adminis- 
tration will  result  in  a  universal  raising  of  standards  and  in  pro- 
viding a  substantial  foundation  for  advancement  in  salary  and  in 
•ank.  The  Civil  Service  Commission  representatives  and  the  per- 
sonnel committees  in  the  various  departments  which  are  discussed 
later  in  this  chapter,  might  be  of  material  assistance  in  develop- 
ing mutual  confidence,  smoothing  out  difficulties,  suggesting  im- 
provements, and  in  other  ways  facilitating  the  successful  carrying 
out  of  this  program. 

Recommendatum  19. — The  Conunission  recommends  that  the 
Civil  Service  Commission  be  authorized  and  directed,  after 
consultation  with  the  heads  of  departments,  to  arrange  for 
the  installation  of  efficiency  rating  systems  in  the  various 
Government  establishments;  that  the  appropriate  adminis- 
trative officers  be  required  to  rate  all  employees  under  their 
direction  in  accordance  with  these  isystems  and  under  such 
rules  and  regulations  as  the  Civil  Service  Commission  may 

Prescribe,  all  such  ratings  to  be  forwarded  to  the  Civil  Service 
!ommission  for  review  and  final  approval ;  and  that  the  ratings 
of  individual  employees  be  open  to  mspection  by  the  appropri- 
ate administrative  officers  and  by  all  other  employees  in  the 
same  class. 
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Advancement  and  Promotion  of  Employees 

Under  preisent  practice  in  the  Government  service  no  distinction 
is  usually  made  between  advancement  in  salary  and  promotion  in 
rank,  both  of  which  are  loosely  included  under  the  term  "  promo- 
tion." Salary  advances  are  granted  in  the  discretion  of  adminis- 
trative officers  provided  no  change  in  title  (and  theoretically,  at 
least,  no  change  in  duties)  is  involved,  and  subject,  of  course,  to 
statutory  limitations.  Thus,  an  employee  paid  from  a  statutory 
appropriation  can  receive  no  salary  increase  without  change  in 
status  unless  there  is  a  vacancy  in  a  higher  paid  position  carry- 
ing the  same  title.  An  employee  paid  from  a  liimp-siun  appro- 
priation, on  the  other  hand,  can  be  advanced  in  salary  at  any  time 
provided  the  maximiun  set  by  law  or  by  the  limitations  of  the  de- 
partment is  not  exceeded.  Ordinarily,  however,  administrative  oflEi- 
cers  establish  set  intervals,  commonly  January  1  and  July  1,  for 
the  consideration  of  such  increases.  Where  efficiency  rating  sys- 
tems are  in  use,  salary  advances  are  ordinarily  granted  to  those 
at  the  top  of  the  efficiency  register  in  the  order  of  their  standing, 
although  there  is  nothing  to  make  this  compulsory. 

The  civil-service  act  provides  that  "no  person  shall  be  employed 
to  enter  or  be  promoted  in  either  of  the  said  classes  now  existing, 
or  that  may  be  arranged  hereunder  pursuant  to  said  rules,  until  lie 
has  passed  an  examination  or  is  shown  to  be  specially  exempted  from 
such  examination  in  conformity  herewith."  .  In  accordance  with  this 
provision  employees  in  the  classified  service  must  pass  an  examina- 
tion given  by  the  Civil  Service  Commission  whenever  their  status  is 
changed,  as,  for  example,  when  an  individual  is  promoted  from 
clerk  to  stenographer.  There  is  no  requirement,  however,  that  the 
examination  shall  be  competitive,  and  any  employee  who  has  re- 
ceived permanent  appointment  can  be  promoted  indefinitely  to  higher 
positions  provided  Jiie  shows  qualifications  by  passing  a  noncom- 
petitive examination  and  otherwise  conforming  to  civil-service  pro- 
cedure. 

Under  these  conditions  an  employee  has  no  assurance  that  efficient 
service  will  be  recognized  either  by  advancement  in  salary  or  by 
promotion  in  rank  to  a  higher  class.  It  is,  indeed,  not  unusual,  par- 
ticularly in  the  case  of  employees  on  the  statutory  roll,  for  periods 
of  from  5  to  10  years  to  elapse  with  no  increase  in  salary  or  re- 
sponsibility. There  are  records  of  instances  where  employees  have 
gone  for  a  quarter  of  a  century  in  this  way. 

This  stagnation  in  salaries  and  lack  of  opportunity  for  promotion 
to  the  higher  positions  constitutes  a  serious  drawback  to  the  efficiency 
of  the  service.  It  is  inevitable  that  employees  who  see  no  opportunity 
for  advancement,  no  matter  how  efficient  they  may  be,  will  soon  lose 
interest  in  their  work,  with  resulting  loss  in  the  quantity  and  quality 
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of  the  output  and  a  lowering  of  the  morale  of  the  entire  force.  The 
reputed  lack  of  ambition,  energy,  and  initiative  on  the  part  of  the 
"Government  clerk,"  so  far  as  it  actually  exists,  may  be  attributed 
in  large  measure  to  this  condition. 

Salabt  Advancement. — ^The  Commission  believes  that  the  classi- 
fication which  it  is  recommending  will  not  only  bring  about  a  stand- 
ardization of  duties  and  compensation,  but  will  make  possible  the 
application  of  a  progressive  policy  in  the  advancement  of  employees 
which  will  put  new  life  and  efficiency  into  the  entire  service.  In 
nearly  all  of  the  classes,  suggested  minimum,  maximum,  and  inter- 
mediate rates  of  compensation  are  provided.  It  is  the  belief  of  the 
Commission  that  an  employee  on  entering  any  class  should  be  paid 
the  minimum  rate  prescribed  for  that  class,  and  should  be  advanced 
through  the  intermediate  rates  to  the  maximum  only  on  the  basis  of 
demonstrated  efficiency.  Furthermore,  the  Commission  believes  that 
with  successive  salary  advancements,  the  standard  of  required  effi- 
ciency should  be  increased  so  as  to  enable  only  the  most  efficient 
employees  to  secure  the  maximum  rate.  Thus,  if  four  rates  of  pay 
were  provided  for  a  given  class,  an  efficiency  rating  of  80  per  cent 
might  be  required  for  advancement  from  the  minimum  to  the  next 
higher  rate,  85  per  cent  to  the  neid;  higher,  and  90  per  cent  to  the 
muTifnTifn.  Failure  on  the  part  of  any  employee  to  maintain  the 
standard  of  efficiency  set  for  the  rate  being  paid  should  be  followed 
by  his  reduction  to  a  lower  salary  rate  in  the  same  class,  the  rate  to 
be  d^ermined  by  his  efficiency  rating;  while  failure  at  any  time  to 
maintain  a  minimum  standard  of  efficiency  as  prescribed  by  the  Civil 
Service  Commission,  should  be  followed  by  dismissal. 

The  obvious  advantages  of  such  a  plan  are  that  it  makes  possible 
the  securing  of  increased  compensation  by  efficient  employees  with- 
out change  of  duties;  it  safeguards  the  Government  by  providing 
a  maximum  which  can  not  be  exceeded  without  change  of  duties ; 
and  by  limiting  salary  advancements  to  those  attaining  a  fixed  and 
progressive  standard  of  efficiency  it  encourages  the  employee  to  do 
the  best  work  of  which  he  is  capable. 

Specifically  the  Commission  recommends : 

Re<xynmi£ndation  W. — ^That  hereafter  employees  be  increased  in 
pay  not  oftener  than  once  a  year,  and  only  within  the  limits 
of  the  range  set  for  their  class  of  positions  and  on  the  basis 
of  ascertained  efficiency  of  the  required  standard,  to  be  set  by 
the  Civil  Service  Commission,  over  a  specified  period  of  time; 
and  that  failure  to  maintain  such  standard  after  advancement 
to  a  given  rate  shall  subject  the  employee  to  reduction  to  a 
lower  salary  rate  in  the  same  class. 

Promotion. — ^The  proposed  classification  also  provides  an  incen- 
tive for  the  rendering  of  effective  service  by  opening  the  way  to 
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promotion  to  the  higher  classes  to  those  of  demonstrated  ability.  At 
present  vacancies  are  generally  filled  either  by  the  bringing  in  of 
outsiders  or  by  the  promotion  of  those  within  the  organization. 
Those  in  other  parts  of  the  service  who  are  performing  similar 
duties,  and  who  perhaps  have  superior  qualifications,  are  seldom  con- 
sidered or  given  an  opportunity  to  compete  for  the  position. 

The  standardization  of  duties  brought  about  by  the  claasification 
makes  it  possible  to  do  away  with  these  restrictions  and  to  fill  vacan- 
cies from  among  the  best  qualified,  irrespective  of  the  particular  part 
of  the  servic-e  in  which  they  may  happen  to  be  placed.  Since  the  onLy 
fair  method  of  determining  who  are  best  qualified  is  by  examination, 
appointment  to  the  higher  classes  should  be  made  only  as  a  result 
of  competitive  examinations,  open  to  all  those  in  the  service  who  are 
qualified  under  the  class  specifications.  Such  examinations  need  not, 
of  course,  be  academic  in  character,  but  may  be  based  on  actual 
accomplishment  and  demonstrated  ability  for  the  work  of  the  higher 
class.  They  should  naturally  be  controlled  by  the  central  personnel 
agency,  the  Civil  Service  Commission,  wliicli  should  have  final 
authority,  after  consultation  with  the  heads  of  departments  con- 
cerned, to  determine  the  character  of  examinations,  qualifications 
required  for  entrance  to  examinations,  rating  of  examinations,  and 
the  extent  to  which  efficiency  ratings  shall  be  used  in  promotions. 

The  Commission  is  strong  in  its  belief  that,  so  far  as  possible, 
vacancies  in  the,  higher  classes  should  uniformly  be  filled  by  the 
promotion  of  qualified  employees  already  in  the  service.  Under  ordi- 
nary circumstances  only  in  case  a  promotion  examination  fails  to 
secure  three  eligibles  should  any  attempt  be  made  to  obtain  employees 
through  an  open  competitive  examination.  The  bringing  of  em- 
ployees into  the  higher  positions  from  the  outside  when  there  are  em- 
ployees within  the  service  who  are  competent  to  fill  them,  is  unfair, 
because  it  denies  Government  employees  the  opportunity  to  find  a  real 
career  in  the  Government  service.  It  is  also  unwise  because  it  fails  to 
take  advantage  of  the  training  in  Government  work  acquired  by  those 
already  in  the  service,  and  by  destroying  initiative  it  weak^is  the 
morale  and  efficiency  of  the  entire  service. 

Recom/meTidation  SI. — ^The  Commission  recommends  that  when 
vacancies  in  the  higher  classes  are  not  filled  by  transfer  or 
reinstatement,  they  be  filled  by  promotion  of  properly  qualified 
employees  as  determined  by  competitive  civil-service  examina- 
tion, and  that  ordinarily  open  competitive  examinations  for 
the  filling  of  such  vacancies  be  held  only  when  three  such  eli- 
gibles can  not  be  secured  from  those  already  in  the  service. 

Removal  of  Inefficient  Employees 

The  advancement  of  efficient  employees  should  logically  be  ac- 
companied by  removal  of  the  inefficient.  Only  if  this  is  done  can 
the  service  be  kept  free  from  deadwood  and  the  highest  standards 
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of  efficiency  maintained.  If  the  employees  have  a  ri^t  to  expect 
just  compensation  for  their  services,  the  Government  has  an  equal 
right  to  expect  a  fair  return  for  the  salary  paid,  and  is  mider  no 
obligation  to  retain  those  who  fail  to  measure  up  to  a  reasonable 
standard  of  efficiency. 

The  Commission  therefore  recommends: 

Recommendation  22. — ^That  employees  who  fail  to  attain  a  fair 
standard  of  efficiency  as  prescribed  by  the  Civil  Service  Com- 
mission be  removed  from  the  service  after  suitable  oppor- 
timity  f  or  appeal  to  the  commission. 

This  recommendation  is  not  intended  to  apply  to  employees  who, 
by  reason  of  age  or  disability  resulting  from  their  service,  are  unable 
to  render  service  of  a  fair  standard  of  efficiency.  Provision  for  these 
wilh  it  is  assumed,  be  made  by  an  equitable  retirement  law. 

Retirement  of  Superannuated  Employees 

No  one  questions  the  fact  that  the  retention  of  superannuated  and 
incapacitated  employees  on  the  pay  rolls  of  any  organization, 
whether  public  or  private,  is  expensive  and  inefficient.  Not  only  are 
such  employees  able  to  render  little  or  no  service  in  return  for  the 
salary  received,  but  their  presence  has  a  demoralizing  effect  on  the 
rest  of  the  force.  Progressive  employers  in  the  industrial  world 
are  recognizing  these  facts  in  constantly  increasing  numbers  by  tHe 
adoption  of  some  kind  of  a  retirement  system.  Experience  has 
amply  demonstrated  the  wisdom  of  such  a  policy. 

The  Government  has  been  slow  to  give  serious  consideration  to 
this  matter.  As  a  result  it  is  estimated  that  there  are  now  some 
3,000  employees  65  years  of  age  and  over  on  the  pay  rolls  of  the 
Washington  service,  probably  60  per  cent  of  whom  should  be  re* 
tired  for  the  good  of  the  service.  These  employees,  many  of  whom 
have  spent  their  lives  in  the  service  without  being  able  to  save  for 
old  age,  can  not  be  discharged.  As  one  Cabinet  officer  puts  it,  ^  En 
actments  requiring  those  aged  employees  to  be  discharged  are  sub- 
stantially repealed  by  the  higher  law  of  humanity."  Yet  by  retain- 
ing them  on  the  pay  rolls  the  Government  is  actually  paying  an  un- 
necessarily high  price  for  retirement  without  getting  any. of  its 
benefits. 

The  Commission  urges,  as  a  measure  of  eMciency  as  well  as  justice, 
the  prompt  enactment  of  a  retirement  law  based  on  sound  actuarial 
principles.  Under  such  a  law  it  is  estimated  that  about  1,800  em- 
ployees 65  years  of  age  and  over  in  the  Washington  service  would 
elect  or  be  compelled  to  retire,  and  that  in  order  to  secure  the  same 
amount  of  work  as  before  it  would  be  necessary  to  fill  about  one- 
fourth  of  the  places  so  vacated  by  younger  employees.  In  addition  to 
the  saving  thus  effected  the  replacement  of  the  superannuated  by  a 
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force  of  young,  energetic  employees  would  have  a  decidedly  beneficial 
influence  on  the  morale  and  efficiency  of  the  entire  service. 

Recommendation  23. — ^The  Commission  recommends  that  em- 
ployees who,  by  reason  of  their  age  or  disability  resulting  frona 
their  service,  are  unable  to  render  service  of  a  fair  standard  of 
efficiency  be  retired  under  an  actuarially  sound  pension  plan. 

Other  Employment  Matters 

There  are  a  number  of  other  employment  matters  which,  while 
perhaps  less  important  than  those  discussed  in  the  foregoing  sections, 
must  be  regulated  on  a  basis  of  consistent  fairness  and  in  confonnity 
with  the  general  employment  policy,  if  the  good  of  the  service  is  not 
to  suffer.  Among  these  are  the  questions  of  transfer,  lay-off,  rein- 
statement, demotion,  and  dismissal,  regarding  which  the  Commission 
recommends: 

Recommendation  £4,. — That  transfers,  lay-offs,  reinstatements, 
demotions,  dismissals,  suspensions,  and  other  employment  mat- 
ters be  regulated  in  accordance  with  a  uniform  employment 
policy  and  in  conformity  with  the  spirit  of  this  chapter,  and 
that  employees  have  the  right  to  appeal  to  the  Civil  Service 
Commission  in  all  matters  coming  under  its  jurisdiction. 

Transfer. — ^Transfers  in  the  Government  service  are  now  hedged 
aJbout  by  a  number  of  legal  restrictions  which  have  grown  out  of  the 
practice  of  the  departments  of  attempting  to  draw  experienced  em- 
ployees from  each  other  by  offers  of  higher  salaries.  Thus  the  act 
of  June  22,  1&06,  requires  three  years'  service  in  one  department 
before  transfer  is  permitted  to  another.  The  acts  of  August  26, 1912, 
and  of  October  5,  1917,  prohibit  transfers  at  an  increased  rate  of 
compensation  of  those  employed  under  lump-sum  appropriations, 
and  also  prohibit  any  increase  in  compensation  within  one  year  after 
transfer. 

Such  restrictions,  however  good  their  intent,  render  transfers  ex- 
ceedingly difficult  and  tend  to  make  the  entire  service  immobile. 
During  the  last  few  years  in  particular  they  have  worked  a  real 
hardship  by  preventing  the  more  experienced  and  efficient  employees 
from  being  transferred  to  other  organizations  where  salaries  were 
higher  or  opportunities  for  advancement  better.  Whatever  justifi- 
cation may  have  existed  for  restrictions  of  this  sort  in  the  past 
will  be  done  away  with  in  the  future  under  the  new  classification. 
Providing  similar  pay  for  the  performance  of  similar  duties  through- 
out the  service  will  do  away  with  the  temptation  that  now  ex- 
ists for  one  department  to  bid  against  another,  and  will  tend  to 
limit  the  desire  of  the  employees  to  be  transferred  to  cases  where 
there  is  some  real  reason  for  a  change  aside  from  the  prospect  of 
salary  increase. 
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Under  these  conditions  the  Commission  sees  no  danger  in  the  re- 
moval of  the  present  restrictions  on  transfers.  On  the  contrary,  it 
believes  that  such  action  would  prove  beneficial  by  increasing  the 
mobility  of  the  service  and  making  possible  the  placing  of  employees 
where  they  can  serve  to  the  best  advantage.  General  supervision 
over  interdepartmental  transfers  would  naturally  be  exercised  by  the 
Civil  Service  Commission  under  such  rules  and  regulations  as  that 
Commission  might  prescribe.  With  the  safeguards  against  abuse 
provided  by  the  new  classification  and  by  the  activities  of  the  Civil 
Service  Commission's  representatives,  it  is  believed  that  these  rules 
might  well  provide  that  the  initiative  in  a  transfer  could  be  taken  by 
the  employee  concerned  as  well  as  by  the  head  of  the  department  to 
which  the  transfer  is  to  be  made.  The  approval  of  the  latter  would, 
of  course,  be  a  prerequisite  in  all  cases  to  favorable  action  by  the 
Civil  Service  Commission ;  and  the  disapproval  of  the  head  of  the  de- 
partment from  which  transfer  is  to  be  made  should  serve  as  a  tem- 
porary bar  to  transfer,  subject  to  appeal  and  final  decision  by  the 
Civil  Service  Commission.  • 

In  this  connection  the  Commission  believes  that  a  clear  distinc- 
tion should  be  made  between  transfer  between  departments  and 
assignment  to  specific  positions  within  the  same  department.  The 
Civil  Service  Commission  should  have  no  authority  over  assign- 
ments, provided  they  are  in  accordance  with  the  classification,  the 
placing  of  individuals  in  specific  positions  within  the  same  class 
coming  entirely  within  the  jurisdiction  of  the  administrative  officers 
in  charge  of  the  work. 

Removal  of  the  present  restrictions  might  well  prove  an  impor- 
tant step  toward  the  more  economical  handling  of  seasonal  work. 
The  suggestion  has  been  made  that  such  work  might  be  handled 
more  expeditiously  and  efficiently  than  is  now  possible  by  providing 
a  central  "  pool "  from  which  employees  could  be  detailed  to  the 
various  departments  as  needed.  Also  some  plan  might  well  be  de- 
vised whereby  employees  could  be  trained  to  handle  similar  work  of 
a  seasonal  character  in  two  or  more  different  bureaus,  and  then 
shifted  from  one  bureau  to  another  in  accordance  with  the  needs  of 
the  service.  The  problem  is  an  important  one  which  desen^es  care- 
ful consideration  by  the  Civil  Service  Commission  with  a  view  to 
its  solution. 

Lay-off  and  Reinstatement 

Changes  in  organization  or  in  volume  of  work  to  be  handled  fre- 
quently necessitate  the  temporarj'^  or  permanent  laying  off  of  cer- 
tain employees.  The  decision  as  to  the  particular  individuals  to 
be  laid  off  when  a  curtailment  is  necessary  rests  with  the  adminis- 
trative officers  in  charge  of  the  work,  who  will  naturally  see  to  it 
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that  the  least  efficient  are  laid  off  first.  Under  present  practice  laid- 
off  employees  are  eligible  for  reinstatement  for  one  year,  but  the 
burden  of  finding  a  new  position  is  primarily  on  the  employee. 
The  Commission  recommends  that  the  names  of  such  employees, 
whose  previous  experience  would  tend  to  make  them  more  valuable 
than  persons  unfamiliar  with  Government  work,  be  carried  for  one 
year  on  a  separate  register  for  the  class  concerned ;  and  that  certifica- 
tion from  this  reinstatement  register  be  made  prior  to  certification 
from  a  promotion  or  original  entrance  register.  Appointment  from 
the  names  so  certified  from  the  reinstatement  register  would  then 
have  to  be  made  by  the  appointing  officer  except  upon  showing  of 
cause  satisfactory  to  the  Civil  Service  Commission.  A  similar  pro- 
cedure might  also  be  followed  in  the  case  of  employees  who  volun- 
tarily resign  and  who  specifically  request  to  have  their  names  placed 
on  the  reinstatement  register,  except  that  the  reinstatement  of  such 
employees  should  be  optional  and  not  mandatory. 

Becommendations  made  in  this  and  previous  sections  provide  four 
ways  by  which  vacancies  are  to  be  filled,  in  the  order  named,  (1) 
transfer,  (2)  reinstatement,  (8)  promotion,  and  (4)  original  en- 
trance. If  there  are  no  available  candidates  for  transfer  or  rein- 
statement, vacancies  in  aU  except  the  lowest  classes  must  be  filled  by 
promotion,  provided  at  least  three  eligibles  can  be  found  as  a  result 
of  a  competitive  promotion  examination.  Under  ordinary  circum- 
stances, only  when  less  than  three  eligibles  are  so  found  should  re- 
course be  had  to  an  original  entrance  appointment.  Provision  is 
made,  however,  whereby  the  administrative  officers  may  raise  ob- 
jection in  written  form  to  the  appointment  of  the  eligibles  certified 
for  transfer,  reinstatement,  or  promotion. 

Demotion  and  Dismissal. — Instances  wUl  also  undoubtedly  occur 
where  employees  who  succeed  in  passing  a  promotion  examination 
fail  to  make  good  in  the  higher  class.  When  this  is  the  case  provision 
should  be  made  for  their  demotion  in  rank  (and  incidentally  in 
salary),  at  any  time  during  the  first  six  months  after  their  promo- 
tion, to  the  class  from  which  they  came,  either  on  their  own  request 
or  on  demonstrated  showing  of  inefficiency. 

Recommendation  has  already  been  made  for  the  removal  of  em- 
ployees who  fail  to  meet  a  reasonable  standard  of  efficiency.  Dis- 
missal should  also  be  resorted  to  in  cases  of  dishonesty,  immorality, 
or  other  serious  offense,  in  accordance  with  the  present  provisions 
of  law,  but  with  the  right  of  appeal  on  the  part  of  the  employee  to 
the  Civil  Service  Commission.  Suspension  pending  removal,  or 
for  disciplinary  reasons,  should  be  handled  in  accordance  \vith  the 
present  regulations  of  the  Commission. 

Appeals. — ^Reference  has  already  been  made  in  connection  with  a 
number  of  specific  topics  to  the  right  of  appeal  to  the  Civil  Service 


BEGLASSIFIOATIOK  OOUUISSLOTS  HEPOST — PA3BT  I*  129 

Commission.  In  general  it  is  believed  that  employees  should  have 
the  ri^t  of  appeal  to  the  Civil  Service  Commission  in  all  employ- 
ment matters  coming  under  its  jurisdiction  and  in  accordance  with 
such  regulations  as  it  may  prescribe. 

It  is  anticipated  and  strongly  recommended  that  every  effort  be 
made  to  settle  difficulties  within  the  organization  where  they  arise. 
In  actual  practice,  appeals  to  the  Civil  Service  Commission  should 
be  as  few  as  possible  in  number  and  should  be  co.nfined  to  matters 
of  major  importance.  The  way  should,  however,  always  be  open 
for  appeal  in  the  exceptioiial  cases  which  can  not  be  handled  within 
the  department.  Local  personnel  managers,  personnel  committees^ 
and  the  departmental  representatives  of  the  Civil  Service  Com- 
miBsicm  should  all  be  of  assistance  in  securing  the  adjustment  of 
grievances  before  they  reach  the  stage  of  appeal  to  the  commission. 

A  Pessonicei^  Polict. — If  the  recommendations  in  this  chapter 
are  considered  favorably  by  the  Congress,  it  will  mean  that  the  Civil 
Service  Commission  will  no  longer  be  merely  the  selection  agency 
of  the  Government,  but  will  so  extend  its  functions  as  to  become  the 
central  employment  agency,  as  that  term  is  now  used  in  industrial 
circles.  That  is  to  say,  it  will  be  engaged  in  the  tadc  of  standardiza- 
tion and  supervising  the  various  conditions  of  employm^it  and  ad- 
ministering the  Government  employment  policies.  Its  duties  will 
comprise  a  wide  range,  covering  various  measures  having  to  do  with 
the  selection,  development,  and  retention  of  an  efficient  personnel. 
It  is  only  through  somie  such  central  and  impartial  agency  that 
justice,  a  fair  degree  of  unifonnity,  and  an  efficient  administration 
can  be  achieved.  The  Civil  Service  Commission  or  some  other 
central  agency  should  be  in  a  positicm  to  guarantee  to  the  President 
and  the  Congress  that  these  importaivt  ends  are  being  conserved. 

It  is  evid^it  that  the  present  oiiganizatioft  of  the  Civil  Service 
Commission  is  not  equipped  with  the  means  of  carrying  out  a  pfo- 
gram  that  involves  such  enlarged  le^Mmsibiiities  and  that  will  re* 
quire  the  assistance  of  a  considerable  staff  of  specially  trained  ex* 
perts.  The  Civil  Service  Commission  should  be  provided,  therefore, 
with  sufficient  funds  to  pay  its  staff  adequate  salaries  in  order  to 
attract  and  retain  hi^*grade  men.  Before  all  else,  the  commission- 
ers themselves  should  receive  a  distinctly  higher  rate  of  compen- 
sation* 

Dkpaktmxktal  BankESBKTATtVBs  OF  Civil  Skrvicb  Commissiokw — 
Of  special  importance  will  be  the  selection  of  representatives  who 
would  be  delegated  as  the  agents  of  the  commission  to  the  depart- 
ments and  the  large  in<fependent  establishnrents.  These  ^  extension 
agents,^  as  they  might  be  called,  should  be  carefully  selected  and 
particularly  well  fitted  for  their  task. 
164919— 20— rr  1 ^ix 
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If  the  Civil  Service  Commission  is  to  be  in  cliarge  of  promotional 
examinations,  to  develop  a  system  of  transfers,  to  supervise  efficiency 
ratings,  to  coordinate  training  opportunities,  and  to  serve  as  a 
court  of  appeals,  it  is  evident  that  it  must  have  intimate  knowledge 
of  the  organization,  the  policies,  and  the  personnel  of  the  various 
departments.  The  duty  of  getting  this  knowledge  would  rest  on  the 
extension  agents.  In  fact,  the  success  of  the  whole  undertaking  will 
depend  to  a  large,  degree  on  their  tact  and  resourcefulness  in  inter- 
preting what  may  at  times  appear  to  be  diverging  points  of  view. 

Investigation  op  Empix)tmbnt  Psobu&ms, — The  Civil  Service 
Commission,  as  the  central  emplojrment  agency  of  the  Grovemment, 
will  be  engaged  primarily  in  administering  rules  and  regulations 
governing  the  employment  conditions  listed  above,  but  it  should  also 
carry  on  independent  investigations  and  experiments  for  the  purpose 
of  perfecting  the  processes  for  which  it  is  held  responsible.  This 
would  involve,  among  other  things,  careful  study  of  the  best  methods 
of  analyzing  positions  with  reference  to  qualifications  to  be  required 
of  applicants,  the  development  of  tests  for  the  purpose  of  selecting 
and  placing  new  appointees  more  successfully,  the  working  out  and 
standardization  of  systems  of  efficiency  ratings  suited  to  various 
types  of  work,  and  the  organization  of  facilities  for  training  that 
will  be  adapted  to  the  needs  of  the  various  departments. 

It  is  with  deep  conviction  that  your  Commission  recommends  the 
desirability  of  centralizing  all  of  the  functions  discussed  above  under 
one  employment  agency.  Such  centralization  will  insure  justice  and 
uniformity  as  to  compensation  and  employment  conditions;  it  wiU 
serve  as  ^  clearing  house  for  the  transmission  of  new  policies  as  they 
develop  in  one  department  or  another ;  and  it  will  stimulate  the  less 
active  establishments  to  make  progress  along  various  lines. 

Cooperation  of  Ehplotees. — The  final  essential  for  really  efficient 
personal  service  is  far  more  intangible  than  equitable  salaries  and 
impartial  administration  of  the  rules  and  regulations  affecting  selec- 
tion, promotion,  transfer,  etc.  This  element  is  what  some  call 
good  will,  others!  morale.  It  is  dependent  on  both  of  the  factors 
mentioned  to  a  considerable  extent,  but  it  has  its  origin,  in  the  last 
analysis,  in  proper  management.  Production  experts,  formerly  en- 
grossed in  cost  keeping,  routing  of  material,  time  and  motion  study, 
are  turning  more  and  more  to  personnel  matters  as  constituting  a 
neglected  source  of  increased  production.  Hard-headed  business 
men  subscribe  to-day  to  the  doctrine  that  the  good  will  of  the  work- 
ing force  is  a  business  asset  of  prime  importance,  and  that  it  should 
be  cultivated  on  the  basis  of  a  well-considered  policy. 

Advisort  CouNciii. — ^Accordingly,  the  Commission  recommends 
that  there  be  created  a  Civil  Service  Advisory  Council  of  12  mem- 
bers :  that  it  be  composed  of  two  representatives  selected  by  the  em- 
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ployees  from  their  own  number  from  each  of  the  three  main  groups 
of  services  (manual,  clerical,  and  professional),  one  of  each  group 
being  a  man  and  one  a  woman,  and  of  equal  total  number  of  repre- 
sentatives  of  the  administrative  staff,  one  or  more  of  whom  shall  be 
a  woman,  but  this  group  not  necessarily  divided  between  the  three 
groups  of  services  as  indicated  for  the  employees. 

It  suggests  the  following  method  of  selection  and  tenure  of  office : 
That  the  representatives  of  the  administrative  staff  shall  be  appointed 
to  the  advisory  council  by  the  President  on  or  before  the  first  Monday 
in  December.  The  employee  representatives  shall  be  elected  on  or 
before  the  first  Monday  of  December  by  the  employees  in  accordance 
with  a  procedure  to  be  prescribed  by  the  Civil  Service  Commission, 
provided,  however,  that  all  employees  below  the  rank  of  bureau  chief 
shall  have  a  right  to  participate  in  the  election. 

It  suggests  further  that  the  members  of  the  advisor}'  council  shall 
serve  for  a  period  of  one  year,  beginning  with  January  1,  and  that 
service  on  the  advisory  council  shall  be  entirely  voluntary,  on  the 
time  of  the  member  serving,  and  that  it  shall  carry  no  extra  com- 
pensation. 

The  functions  of  the  council  shall  be  to  consider  proposed  changes 
in  civil-service  rules  or  regulations  affecting  the  personnel  of  the 
service,  as  well  as  other  matters  on  which  the  advice  of  the  council 
may  be  of  assistance,  all  of  which  shall  be  transmitted  to  the  council 
by  the  Civil  Service  Commission  at  regular  meetings  to  be  specified 
according  to  mutual  agreement.  The  Commission  should  also  be 
instructed  to  afford  the  advisory  council  such  information,  upon 
request,  as  would  assist  it  to  advise  the  Civil  Service  Commission  in 
any  matters  affecting  the  service.  Furthermore,  the  advisory  council 
should  have  authority  to  offer  to  the  Civil  Service  Commission  at  any 
time  reconuuendations  on  any  question  coming  under  the  jurisdirtion 
of  the  latter. 

Secondly,  the  Commission  recommends  that  the  advisory  council 
shall  be  authorized  to  provide  for  the  selection  of  personnel  com- 
mittees in  the  various  departmental  imits  and  subdivisions  thereof. 

A  third  recommendation  is  that  the  advisory  council  shall  be 
authorized,  in  response  to  requests  coming  from  one  or  more  per- 
sonnel committees,  to  consider  personnel  questions  that  affect  more 
than  one  department. 

Personnel  CoMMrrrEEs. — The  Commisyioii  believes  that  personnel 
committees  should  be  established  according  to  policies  determined 
by  the  advisory  council.  They  will  have  the  same  character  as  the 
advisory  council  which  calls  them  into  being.  Their  functions  would 
naturally  be  to  assist  in  improving  the  morale  and  efficiency  of  the 
service,  and  in  making  suggest  ions  and  recommendations  as  to  per- 


132  RECLASSIFICATION  COMMISSIOK  REPORT — ^PART  I. 

sonal  service  regulations,  methods,  and  organization  of  work,  work- 
ing conditions,  health,  and  safety. 

It  is  considered  by  the  Commission  that  these  recommendations 
will  make  it  possible  for  the  Government  to  avail  itself  of  the  re- 
sults that  have  recently  been  achieved  in  the  important  field  of 
employment  management  by  progressive  employers  who  have  been 
studying  in  a  constructive  way  the  problems  affecting  their  em- 
ployees. The  extension  of  the  functions  of  the  Civil  Service  Com- 
mission should  insure  a  system^ of  uniform  and  efficient  manage- 
ment with  regard  to  the  policies  of  selection,  transfer,  promotion, 
etc. ;  and  the  establishment  of  the  advisory  council  would  foster  that 
good  will  so  necessary  for  really  effective  and  efficient  service. 

The  Commission  feels  that  these  changes  in  the  administration 
of  employment  matters  are  conservative  in  character,  and  would  be- 
come the  cause  of  marked  improvement  in  the  morale  of  the  work- 
ing force  and  the  interest  with  which  it  approaches  its  work.  The 
Grovemment  may  not  properly  fail  to  take  into  account  the  best 
interests  and  the  best-  development  of  its  employees  who  are  engaged 
in  working  out  its  purposes  and  plans.  The  Commission  is  further 
of  the  opinion  that  the  suggestions  for  better  organization  in  this 
field  of  employment  management  will  make  possible  the  development 
of  an  esprit  de  corps  equal  to  that  found  in  any  other  group  of 
employees  in  the  country.  When  the  opportunity  for  appeal  for 
devoted  and  enthusiastic  service  may  be  made  on  the  grounds  of 
service  to  one's  country,  it  seems  that  the  Government  as  an  em- 
ployer should  not  forego  this  opportunity  because  of  the  lack  of 
some  organization  charged  with  the  special  duty  of  developing  it. 

In  the  belief  that  the  establishment  of  a  comprehensive  personnel 
organization  as  suggested  in  this  chapter  will  mark  an  important 
step  in  the  progress  toward  this  goal,  the  Commission  makes  these 
recommendations. 


CHAPTER  VI 

THE  REPORT  IN  BILL  FORM— DRAFT  OF  A  BILL  FOR  ADOPTION 
AND  ADMINISTRATION  OF  THE  CLASSIFICATION  OF  POSI- 
TIONS AND  THE  SCHEDULES  OF  COMPENSATION 


Under  the  act  creating  the  Commission  it  was  directed  to  report 
"  by  bill  or  otherwise."  In  submitting  "  The  Classification  of  Posi- 
tions and  the  Schedules  of  Compensation  for  the  Kespective  Classes," 
given-  in  Part  H  of  this  report,  the  Commission  thought  it  also  ad- 
visable to  submit  its  findings,  its  recommendations,  and  an  account 
of  its  work.  The  foregoing  chapters  give  the  reasons  for  the  pro- 
visions contained  in  the  draft  of  a  bill  to  provide  for  the  classifica- 
tion of  positions  and  standardization  of  salaries  which  is  herewith 
submitted. 

In  preparing  a  bill  the  Commission  had  the  benefit,  in  the  first 
instance,  of  the  service  of  an  advisory  bill  drafting  committee,  pre- 
sided over  by  Commissioner  Cooper,  and  made  up  of  the  following 
representatives  of  the  points  of  view  of  the  public,  the  administra- 
tors, and  the  employees : 

Robert  Catherwood,  member  of  Council  of  National  Civil 
Service  Eeform  League,  chairman. 

Miss  Julia  Lathrop,  chief  Children's  Bureau. 

Luther  C.  Steward,  president  National  Federation  of  Federal 
Employees. 

James  L.  Wilmeth,  director  Bureau  of  Engraving  and  Print- 
ing. 

On  invitation,  George  R.  Wales,  United  States  Civil  Service  Com- 
missoner,  attended  the  meetings  of  this  committee  in  a  consulting 
capacity. 

The  Commission  gave  careful  consideration  to  the  draft  of  a  bill 
prepared  by  this  special  committee  and  secured  much  help  from  its 
contents.  In  preparing  the  draft  of  the  bill  in  the  form  in  which  it  is 
submitted  below,  the  Commission  was  assisted  by  the  Legislative 
Drafting  Service,  Senate  Branch.  The  text  of  this  draft,  which  in- 
cludes special  sections  applicable  to  the  teaching  force  of  the  public 
schools  of  the  District  of  Columbia,  is  as  follows : 

A  BILL  To  provide  for  the  classification  of  civilian  positions  within  the  Dis- 
trict of  Columbia  and  the  standardization  of  compensation  therefor,  and 
for  other  purposes. 

Be  it  erKwted  by  the  Senate  and  House  of  Representatives  of  the 
United  States  of  America  in  Congress  assembled^  That  this  act  may 
be  cited  a^  "  The  Classification  Act  of  1920." 
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TITLE  I. 

DEFINITIONS. 

Sec.  2.  When  used  in  this  Title- 


The  term  "  classification  of  1920  "  means  Part  II  of  the  Report  of 
the  Congressional  Joint  Commission  on  Reclassification  of  Salaries, 
submitted  to  Congress  in  pursuance  of  section  9  of  the  Act  entitled 
"An  act  making  appropriations  for  the  legislative,  executive,  and 
judicial  expenses  of  the  Government  for  the  fiscal  vear.  ending 
iTune  30,  1920,  and  for  other  purposes,"  approved  March  1,  1919,  as 
adopted  or  as  may  be  amended. 

The  term  "  Civil  Service  Act "  means  the  Act  entitled  "An  Act  to 
regulate  and  improve  the  civil  service  of  the  United  States,"  ap- 
proved January  16,  1883,  and  all  acts  amendatory  thereof  and  sup- 
plemental thereto,  and  all  rules  and  regulations  established  there- 
under. 

The  term  "  commission  "  means  the  United  States  Civil  Service 
Commission,  created  by  the  Civil  Service  Act. 

The  term  "  department "  means  an  executive  department  of  the 
United  States  Government;  a  governmental  establishment  in  the 
executive  branch  of  the  United  States  Goverment  which  is  not  a  part 
of  an  executive  department ;  the  Municipal  Government  of  the  Dis- 
trict of  Columbia:  the  Botanic  Gardens;  Library  of  Congress: 
Library  Buildings  and  Grounds;  and  the  Smithsonian  Institution. 

The  term  "  the  head  of  the  department "  means  the  officer  or  group 
of  officers  in  a  department  the  incumbents  of  which  are  not  sub- 
ordinate or  responsible  to  any  other  officer  of  the  department. 

The  term  "  position "  means  a  specific  civilian .  office  or  employ- 
ment, whether  occupied  or  vacant,  located  within  the  District  of 
Columbia,  in  a  department,  other  than  offices  of  the  heads  of  depart- 
ments, assistant  heads  of  departments,  and  bureau  chiefs,  offices 
or  employments  in  the  Postal  Service  or  the  navy  yard,  and  a  posi- 
tion as  defined  in  section  200  of  this  Act. 

The  term  "employee"  means  any  person  temporarily  or  perma- 
nently in  a  position. 

The  term  "class"  means  a  group  of  all  positions  for  which  the 
same  qualifications  and  duties  are  prescribed. 

The  term  "compensation"  means  any  salary,  wage,  fee,  allow- 
ance, or  other  emolument  paid  to  an  employee  for  service  in  a 
position. 

The  term  "holiday"  includes  an;^  day  designated  by  law  or  by 
presidential  proclamation  or  Executive  order  as  a  holiday,  and  any 
portion  of  a  day  when  work  for  a  shorter  period  than  herein  pre- 
scribed may  be  permitted  by  law  or  Executive  order. 

Sec.  3.  The  classification  of  1920,  submitted  to  Congress  by  the 
"  Joint  Commission  on  Reclassification  of  Salaries  "  in  pursuance  of 
section  9  of  the  Act  entitled  "An  Act  making  appropriations  for  the 
legislative,  executive,  and  judicial  expenses  of  the  Government  for 
the  fiscal  year  ending  June  30,  1920,  and  for  other  purposes,"  ap- 

§  roved  March  1,  1919,  as  amended,  shall  be  certified  by  Uie  Presl- 
ent  of  the  Senate  and  the  Speaker  of  the  House  to  the  Secretary 
of  State,  who  shall  preserve  such  classification  of  1920. 
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Ssc.  4.  The  daasification  of  1920  is  hereby  adopted  and  made  a 
part  of  this  Act,  and  the  class  of  every  position  shaU  be  designated 
and  the  rate  of  compensation  of  eacn  employee  shall  be  fixed  in 
accordance  with  such  classification  in  the  manner  hereinafter  pro- 
vided :  Provided^  That  the  specification  of  duties  for  a  class  shall  not 
affect  (1)  the  power  of  the  head  of  the  department  to  control  and 
direct,  within  the  specified  duties  of  a  class  or  related  duties,  the 
work  of  an  employee  under  his  direction  or  control,  or  (2)  the 
specific  supervisory  powers  or  duties  prescribed  by  statute  for  an  * 
employee  within  any  class:  Provided  further,  That  the  President 
may  make  an  appnointment  to  a  position  excepted  from  the  provisions 
of  the  Civil  Service  Act,  or  exempted  from  examination  thereunder, 
without  regard  to  the  qualifications  specified  in  the  classification  of 
1920  or  the  provisions  of  this  Act  relating  to  appointments  to  a  posi- 
tion, or  sucn  rules  and  regulations  as  may  be  adopted  thereunder; 
but  nothing  herein  contained  shall  prevent  the  President,  as  pro- 
vided by  the  Civil  Service  Act,  from  including  such  position  within 
the  provisions  of  such  Act  or  from  terminating  the  exemption  from 
examination  with  respect  to  such  position,  and  thereafter  such  posi- 
tion shall  be  subject  to  all  the  provisions  of  this  Act:  And  provided 
jwrther.  That  nothing  herein  contained  shall  be  construed  to  affect 
or  impair  any  right,  privilege,  or  preference  in  relation  to  any  i>osi- 
tion  conferred  in  accordance,  with  law  upon  persons  in  or  retired 
or  honorably  discharged  from  the  military,  marine,  or  naval  service, 
or  their  wives,  widows,  children,  or  orphans. 

ALLOCATION. 

Sec.  5.  (a)  The  commission  shall,  as  soon  as  practicable,  desig- 
nate.the  class  within  which  the  position  of  each  employee  should  be 
placed  in  accordance  with  the  duties  of  such  position.  As  soon  as  the 
positions  of  employees  in  anv  department  or  unit  thereof  are  so  des- 
ignated, the  commission  shall  transmit  its  designations  to  the  head  of 
the  department  having  the  control  or  direction  thereof ,  together  with 
copies  of  all  the  records  in  its  possession  relating  to  the  length  of 
service  in  a  position  within  such  class  of  each  employee  in  such 
department  or  unit  thereof.  The  head  of  the  department  shall 
thereafter,  under  such  rules  and  regulations  as  the  commission  may 
establish,  review  such  designation. 

(b)  In  case  of  the  disapproval  of  such  designation  with  regard 
to  any  such  ranployee,  the  head  of  the  department  shall  certify  to 
the  commission  the  facts  upon  which  such  disapproval  is  based  and 
the  suggested  class  and  the  position  therein  in  wnich  such  employee 
should  be  placed.  The  commission  shall  give  adequate  notice  and 
afford  an  adequate  opportunity  for  any  interested  party  to  be  heard 
in  relation  to  such  designation,  and  thereafter  shall  make  a  final 
determination  and  designation  of  the  class  within  which  the  posi- 
tion of  such  ranployee  shaU  be  placed,  and  shall  certify  such  designa- 
tion to  the  head  of  the  department. 

(c)  After  the  head  of  the  department  has  approved  the  prelimi- 
nary designation,  or  after  the  commission  has  finally  determined 
and  certi&d  a  designation,  the  head  of  the  department  shall,  sub- 
ject to  tiie  approval  of  the  commission  as  hereinafter  provided,  de- 
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tennine  th«  rate  of  compensation  which  such  employ<)e  should  re- 
ceiye  and  certify  his  findings  with  regard  thereto  to  the  Commission, 
togedier  with  the  facts  upon  which  such  findings  are  based. 

(d)  The  compensation  of  any  employee  whose  position  is  so  desig- 
nated  under  this  section  shall  be  at  the  minimum,  maximum,  or  one 
of  the  intermediate  rates  prescribed  for  the  da^  in  which  the  posi- 
tion of  such  employee  is  placed,  and  shall  be  determined  on  the  basis 
of  the  length  of  service  and  the  efficiency  of  such  emploj^ee  in  such 
position.  Compensation  at  a  rate  higher  than  the  minimum  rate 
prescribed  for  the  class  in  which  the  position  of  an  employee  is 

{>laoed  shall  be  paid  only  when  the  commission  determines  that  the 
ength  of  service  of  such  employee  who  maintains  the  progressive 
standard  of  efficiency  prescribed  for  different  rates  within  such  class 
justifies  such  payment.  In  determining  the  rate  of  compensation 
which  an  employee  shall  receive,  the  principle  of  equal  compensation 
for  equal  work,  irrespective  of  sex,  shall  be  recognized. 

(e)  After  the  head  of  the  department  has  certified  such  findings 
and  facts  with  regard  to  the  rate  of  compensation  which  an  employee 
should  receive,  as  provided  in  paragraph  (c)  of  this  section,  the 
commission  shall  determine  whether  such  rate  of  compensation  is 
correct.  In  such  determination  the  commission,  upon  adequate  no- 
tice, shall  give  adequate  opportunity  for  any  interested  party  to  be 
heard  in  connection  therewith  and  shall  finally  determine  and  pre- 
scribe the  rate  of  compensation  which  such  employee  shall  receive. 

(f)  After  the  commission  finally  places  the  positions  of  the  em- 
ployees of  any  department  or  unit  thereof  in  classes  as  herein  pro- 
vided, and  finally  determines  the  rate  of  compensation  at  which  each 
such  employee  shall  be  paid,  such  employees  shall  be  classified  in 
such  positions  and  shall  be  paid  at  such  rates  of  compensation. 

(g)  Each  employee  shall,  in  addition  to  the  compensation  reoeived 
by  him  for  his  period  of  service  between  June  30, 1920,  and  the  date 
when  his  rate  of  compensation  is  finally  determined  by  the  commis- 
sion as  herein  provided,  receive  for  such  period  the  difference,  if  any, 
between  such  compensation  and  the  compensation  at  the  rate  finally 
determined  by  the  commission. 

AMEKDMXNTS  TO  CLASSIFICATION. 

Sec.  6.  (a)  Whenever  the  creation  of  new  positions  is  made  neces- 
sary under  law,  and  an  appropriation  is  made  therefor,  such  posi- 
tions shall  be  classified  by  the  commission  as  far  as  possible  within 
the  existing  classes;  but  if  any  additional  classes  are  necessary  as  a 
result  thereof,  the  commission  may  by  order  establish  such  addi- 
tional classes  and  classify  therein  such  new  positions,  and  shall  pre- 
scribe the  qualifications,  duties,  and  rates  ox  compensation  for  sudi 
additional  classes. 

(b)  In  the  case  of  an  additional  class  created  in  accordance  with 
paragraph  (a)  of  this  section,  the  rates  of  compensation  therefor 
shall  bear  a  proper  relation  to  the  rates  of  compensation  prescribed 
for  classes  reasonably  comparable  as  to  qualifications  and  duties  with 
such  additional  class. 

(c)  Any  order  issued  in  accordance  with  this  section  shall  be  trans- 
mitted by  the  commission,  as  soon  as  practicable,  to  both  Houses  of 
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GoDgresB,  and  shall  be  in  full  force  and  effect  until  and  except  as 
altered,  amended,  or  repealed  by  law. 

(d)  The  commission  may  recommend  to  Congress  that  existing 
classes  be  divided,  combined^  altered,  or  abolished,  and  that  rates  of 
compensation  for  existing  classes  be  changed. 

OOMPENBATIOX. 

Sec.  7.  (a  )  In  each  class  there  shall  be  such  minimum,  intermediate, 
and  maximum  rates  of  compensation  as  are  prescribed  in  the  classifi- 
cation of  1920,  or  as  provided  in  section  6.  No  employee  shall  receive 
compensation  from  the  United  States  or  the  municipal  government  of 
the  District  of  Columbia  at  less  thip  the  minimum  or  more  than  the 
maximum  rate  of  compensation  so  prescribed  for  the  class  in  which 
his  position  is  placed.  Upon  appointment  to  a  position  in  a  class,  an 
employee  shall  be  paid  at  the  minimum  rate  prescribed  for  such  class. 

(b)  The  different  rates  of  compensation  prescribed  for  a  class  are 
based  upon  eiGciency  in  the  performance  of  the  duties  prescribed  for 
such  class.  The  maximum  rate  of  compensation  prescribed  for  such 
class  shall  be  payable  only  when  an  employee  in  such  class  performs 
the  duties  thereof  with  the  maximum  degree  of  efficiencv,  as  deter- 
mined in  accordance  with  the  provisions  of  paragraph  (a)  of  section 
8.  No  employee  shall  be  paid  an  increased  rate  of  compensation 
prescribed  for  the  class  in  which  his  position  is  placed  unless,  in  the 
judgment  of  the  commission,  his  efficiency  rating  and  length  of 
service,  as  provided  in  section  8  justify  an  increase  to  the  next  higher 
rate  prescribed  for  such  class.  The  rate  of  compensation  of  an  em- 
ployee shall  not  be  increased  more  frequently  than  once  each  year, 
except  as  provided  in  section  9. 

(c)  The  rate  of  compensation  of  an  employee  shall  be  decreased 
whenever  he  fails  to  maintain  the  standard  of  efficiency  prescribed 
for  employees  within  the  same  class  to  whom  the  same  rate  of  com- 
pensation is  paid  except  as  provided  in  subdivision  (3)  of  paragraph 
(a)  of  secticm  8  and  in  section  9. 

EFFICIENCT  RATINGS. 

Sec.  8.  (a)  The  commission,  after  consultation  with  the  heads  of 
departments,  shall  establish  a  uniform  system  of  efficiency  rating, 
which  shall  set  forth  (1)  the  standard  of  efficiency  which  must  be 
maintained  by  employees  within  the  same  class  to  whom  the  same 
rate  of  compensation  is  paid  and  below  which  no  employee  may 
fall  without  being  paid  such  lower  rate  of  compensation  prescribed 
for  such  class  to  which  his  efficiency  rating  entitles  him;  (2)  the 
higher  standard  of  efficienc^y  of  an  employee  which,  in  the  judgment 
of  the  commission,  will  entitle  him  to  receive  annually  compensation 
at  the  next  higher  rate  prescribed  for  the  class  in  which  his  position 
is  placed;  (3)  the  standard  of  efficiency  for  a  class  below  which  no 
employee  may  fail  without  being  dismissed  for  inefficiency. 

(b)  The  head  of  the  department  shall  rate,  in  accordance  with 
such  system,  the  efficiency  of  each  employee  under  his  control  or  di* 
rection.  ^  Such  current  ratings  for  each  class  shall  be  open  to  inspec* 
tion  during  regular  office  hours  by  any  employee  of  such  class. 
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(c)  At  least  one  copy  of  each  current  rating  made  in  accordance 
with  paragraph  (b)  of  this  section  shall  be  transmitted  to  and  kept 
on  file  with  the  commission.  . 

(d)  No  employee  in  the  classified  civil  service  shall  be  dismissed 
under  the  provisions  of  this  section  except  in  accordance  with  sec- 
tion 6  of  the  Act  entitled  "An  Act  Makmg  appropriations  for  the 
service  of  the  Post  Office  Department  for  the  fiscal  year  ending  June 
30,  1913,  and  for  other  purposes,"  approved  Aujgust  24,  1912,  and 
unless  such  dismissal  is  approved  by  the  commission. 

APPOINTMENTS. 

Sec.  9.  (a)  Whenever  the  head  of  the  department  desires  to  fill  a 
vacancy  in  a  position  in  a  class  which  the  commission  designates  to 
be  one  to  which  an  employee  holding  a  position  in  another  class  may 
be  promoted,  such  liead  of  the  department  shall  request  the  commis- 
sion to  certify  the  names  of  the  persons  eligible  to  fill  such  position, 
as  hereinafter  provided.    The  commission  shall  thereupon  certify : 

(1)  The  names  of  employees  available  for  transfer,  m  accordance 
with  section  10,  one  of  whom  shall  be  appointed,  unless  the  commis- 
sion approves  the  appointing  officer's  written  objections  to  such  ap- 
pointment ; 

(2)  In  case  no  appointment  is  made  under  subdivision  (1),  the 
names  of  employees  available  for  reinstatement,  as  provided  in  para- 
graph (c)  of  this  section,  one  of  whom  shall  be  appointed,  unless  the 
commission  approves  the  appointing  officer's  written  objections  to 
such  appointment; 

(8)  In  case  no  appointment' is  made  under  subdivisions  (1)  or  (2) 
of  this  section,  the  names  of  such  available  employees,  not  exceed- 
ing three,  who  receive  the  highest  rating  in  and  pass  a  competitive 
examination  open  to  employees  who  possess  the  qualifications  pre- 
scribed for  the  class  in  which  such  vacant  position  exists,  one  of 
whom  shall  be  appointed,  unless  the  commission  approves  the  ap- 
pointing officer's  written  objections  to  such  appointment,  except  that 
if  less  than  three  names  are  so  certified,  one  may  be  appointed; 

(4)  In  case  no  appointment  is  made  under  subdivisions  (1),  (2), 
or  (3)  of  this  section,  the  names  of  such  available  persons,  not  ex- 
ceeding three,  who  receive  the  highest  rating  in  and  pass  a  com- 
petitive examination  open  to  citizens  of  the  United  States  possessing 
the  (qualifications  prescribed  for  such  class,  one  of  whom  shall  be 
appointed,  unless  the  commission  approves  the  appointing  officer's 
written  objections  to  such  appointment,  except  that  if  less  than  three 
names  are  so  certified,  one  may  be  appointed. 

(b)  The  commission  may  hold  examinations  at  such  times  as  it 
may  determine,  and  under  such  rules  and  regulations  as  it  may  pre- 
scribe, for  the  purpose  of  establishing  and  maintaining  lists  of  eligi- 
bles. 

(c)  An  employee  who  is  changed  from  a  position  m  one  class  to 
a  position  in  another  class,  under  the  provisions  of  this  Act,  may  at 
any  time  within  six  months  after  such  change,  if  he  resigns  or  is,  or 
is  about  to  be,  dismissed  for  inefficiency  as  provided  in  subdivision 
(8)  of  paragraph  (a)  of  section  8,  apply  for  reinstatement  in  a  posi- 
tion in  the  class  from  which  he  was  changed,  or  in  which  he  has 
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>erved  at  any  previous  time.  The  commission  shall  thereafter,  in  case 
a  vacancy  exists  in  any  class  to  which  an  employee  may  be  promoted 
under  paragraph  (a)  of  this  section,  certify  the  name  of  such  em- 
ployee as  provided  in  subdivision  (2)  of  paragraph  (b,)  of  this  sec- 
tion, in  accordance  with  such  application,  ui  any  otner  case,  the 
name  of  such  employee  shall  be  certified  in  accordance  with  the  Civil 
Service  Act.  An  employee  who  is  reinstated  as  herein  provided  shall 
receive  compensation  prescribed  for  the  class  to  which  he  is  so  rein- 
i>tated  at  a  rate  determined  by  his  length  of  service  and  efficiency 
ratings,  as  provided  in  this  Act. 

(d)  Whenever  the  possession  of  a  university  or  college  degree  or 
a  high-school  diploma^  or  the  equivalent  of  such  de^ee  or  diploma, 
is  prescribed  as  a  qualification  n)r  r  clas<?,  the  commission  shall  pre- 
scribe as  such  equivalent  a  standard,  or  standards,  based  on  expe- 
rience or  demonstrated  ability  in  the  performance  of  duties  similar 
to  those  prescribed  for  such  class,  which  will  be  accepted  as  such 
equivalent. 

(e)  Whenever  length  of  service  with  the  Grovemment  of  the  United 
States  or  the  municipal  government  of  the  District  of  Columbia  is 
specified  as  a  qualification  for  a  class,^  such  qualification  shall  not 
applv  to  a  person  taking  the  examination  under  subdivision  (4)  of 
paragraph  (a)  of  this  section. 

TRANSFRRS. 

Seo.  10.  (a)  An  employee  may  be  transferred  from  a  position  in 
one  class  to  a  vacant  position  within  the  same  class  at  the  same  rate 
of  compensation  at  any  time,  as  provided  in  section  9,  any  provision 
of  law  to  the  contrary  notwithstanding:  Provided^  That  nothing 
herein  shall  be  construed  to  authori2se  or  permit  the  transfer  of  ai\ 
employee  of  the  United  States  to  a  position  under  the  municipal 
government  of  the  District  of  Columbia,  or  an  employee  of  the 
municipal  government  of  the  District  of  Columbia  to  a  position 
nnder  the  United  Statea 

(b)  No  transfer  from  one  department  to  another  shall  be  made 
without  the  approval  of  the  commission,  and  the  commission  may 
recommend  a  transfer  whenever  it  deems  such  transfer  advisable. 

HOUBS  OF  8ERVICK. 

Sio.  11.  (a)  Each  employee  who  is  paid  compensation  at  a  rate 
per  annum  shall  work  for  the  United  States,  or  municipal  govern- 
ment of  the  District  of  Columbia,  not  less  than  seven  hours  each 
day,  except  Sundays,  holidays,  or  when  on  leave  of  absence  or  sick 
leave:  Provided^  That  the  head  of  a  department  mav,  by  special 
order  stating  the  reason  therefor,  further  extend  the  hours  of  any 
such  employee  under  his  direction  or  control,  but  no  additional 
compensation  shall  be  paid  for  such  extension. 

(b)  Each  employee  who  is  paid  compensation  at  a  rate  per  hour 
shall  be  paid  compensation  as  follows : 

(1)  For  each  hour  or  fraction  thereof  of  work  over  eight  hours 
in  any  one  day,  one  and  one-half  times  such  rate  per  hour ; 

(2)  For  each  hour  or  fraction  thereof  of  work  on  Sunday,  one  and 
one-half  times  such  rate  per  hour ;  and 
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(3)  For  each  hour  or  frax^ion  thereof  of  work  on  a  holiday,  two 
times  such  rate  per  hour. 

(c)  Each  employee,  whether  receiving  compensation  at  a  rate  per 
annum  or  at  a  rate  per  hour,  who  works  on  a  night  shift  shall  receive 
additional  compensation  equal  to  20  per  centum  of  the  compensa- 
tion which  would  be  received  by  such  employee  for  a  like  period  dur- 
ing a  day  shift.  The  commission  shall  define  '^  night  shift "  and 
"  day  shift "  and  shall  determine  what  constitutes  ^ork  on  a  night 
shift. 

liEAVES  OF  ABSENCE  AND  SICK  LEAVE. 

Sec.  12.  (a)  From  and  after  January  1,  1921,  each  employee  shall 
be  entitled  to  a  leave  of  absence  with  full  compensation  of  two  and 
one-half  days,  exclusive  of  Sundays  and  holidays,  for  each  month 
during  his  employment :  Provided^  That  an  employee  receiving  com- 
pensation at  a  rate  per  hour  who  is  not  employed  regularly  for  eight 
hours  or  more  a  day  shall  be  entitled  to  a  leave  of  absence,  to  be 
computed  on  the  basis  of  the  time  actually  employed :  Provided  fur- 
ther^ That  an  employee  shall  not  be  granted  a  leave  of  absence  with 
compensation  for  more  than  thirty  days,  exclusive  of  Sundays  and 
holidays,  in  any  calendar  year. 

(b)  In  case  of  the  death  of  an.  employee,  the  estate  of  such  em- 
ployee shall  be  paid  an  amount  equal  to  the  compensation  to  which 
such  employee  would  be  entitled  by  virtue  of  any  accumulated  leave 
of  absence,  not  to  exceed  thirty  days,  as  provided  in  paragraph  (a) 
of  this  section. 

(c)  From  and  after  January  1, 1921,  no  employee  shall  be  granted 
a  leave  of  absence  until  he  has  been  employed  by  the  United  States, 
or  the  municipal  government  of  the  District  of  Columbia,  more  than 
!six  months  and  except  at  such  times  as  the  public  business  will  per- 
mit. The  head  of  the  department  shall  determine  when  such  leave 
may  be  granted  to  an  employee  under  his  control  or  direction,  but 
any  employee  who  has  not  been  granted  the  leave  to  which  he  is  en- 
titled under  the  provisions  of  this  section  at  the  time  requested  may 
appeal  to  the  commission,  which  shall  determine  whether  such  em- 
ployee shall  be  granted  such  leave  and  the  time  when  such  leave 
shall  be  granted^nd  such  determination  shall  be  final. 

Sec.  13.  (a)  Every  employee  shall  hereafter  be  entitled  to  sick 
leave,  as  hereinafter  defined,  for  ten  days,  exclusive  of  Sundays  and 
holidays,  with  full  compensation,  for  each  calendar  year  during  his 
employment.  In  addition  thereto,  every  employee  in  the  service 
at  the  time  this  Act  becomes  law  shall  be  entitled  to  sick  leave  with 
full  compensation  (1)  for  ten  days,  exclusive  of  Sundays  and  holi- 
days or  in  lieu  thereof,  if  he  so  elects,  (2)  for  ten  days,  exclusive  of 
Sundays  and  holidays,  for  every  full  year  of  the  six  years  prior  to 
the  time  this  Act  becomes  law,  during  which  he  has  been  continu- 
ously employed  by  the  United  States  or  by  the  municipal  govern- 
ment of  the  District  of  Columbia,  deducting  from  such  number  of 
days,  howcA'^er,  the  total  number  of  days  of  sick  leave  with  com- 
pensation panted  to  such  employee  during  such  period.  Absence 
on  leave  without  compensation  for  sixty  days  or  more  continuously 
shall  not  be  included  in  computing  a  period  of  employment  under 
this  section. 
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The  sick  leave  with  full  compensation  to  which  an  employee  is 
entitled  for  any  current  year  or  for  any  past  years  under  the  pro- 
visions of  this  section  may  be  taken  by  him  at  any  time  during 
such  year  or  during  any  subsequent  year,  subject  to  all  the  condi- 
tions of  this  Act.  Notwithstanding  the  loregoing  provisions,  how- 
ever, no  employee  shall  be  granted  sick  leave  with  compensation 
for  more  than  sixty  days  in  any  one  calendar  year. 

(b)  The  term  '^sick  leave"  as  used  herein  means  absence  because 
of  sickness  or  exposure  to  contagious  disease,  or  absence  because  of 
atttendance  upon  a  member  of  the  immediate  family  of  such  em- 
ployee, which  member  is  afflicted  with  a  contagious  disease  and  re- 
quires the  care  and  attendance  of  such  employee.  Sick  leave  shall 
not  be  granted  for  more  than  two  days,  exclusive  of  Sundays  and 
holidays,  in  any  month  except  upon  such  evidence  as  may  be  satis- 
factory to  the  commission. 

Sec.  14.  No  employee  shall  be  granted  a  leave  of  absence  or  sick 
leave  unless  he  is  receiving  compensation  from  the  United  States  or 
the  municipal  government  of  the  District  of  Columbia  at  the  time 
such  leave  of  absence  or  sick  leave  is  granted. 

ADVISORT  COnNCIL   AND  FBRSONNEL   C0MMITTBE8 

Sec.  15.  (a)  There  is  hereby  established  a  board,  to  be  known  as 
the  Civil  Service  Advisory  Council  (hereinafter  referred  to  as  the 
council),  which  shall  be  composed  of  twelve  members.  Six  of  the 
members  of  the  council,  of  whom  at  least  one  shall  be  a  woman,  shall 
be  appointed  by  the  President  from  among  employees  of  or  above  the 
rank  of  division  chief.  Two  of  the  members  of  the  council  shall  be 
elected  by  and  from  a:nonf^  r^.nnual  cniplovees,  two  by  and  from 
amon^  clerical  emploj^ees.  and  two  by  and  from  among  sdenlific, 
technical,  and  professional  employees,  under  such  rules  and  regula- 
tions as  the  commission  may  prescribe.  One  of  each  of  ^e  tihree 
groups  of  members  elected  by  and  from  among  such  employees  shall 
be  a  woman.  All  emplovees  shall  be  permitt^  to  vote  for  the  per- 
sons to  be  elected  as  members  of  the  council  by  and  from  among  their 
respective  ranks. 

(b)  Each  member  of  the  council  shall  serve  for  a  term  of  one  year, 
commencing  January  1  after  his  appointment  or  election,  except  that 
the  members  first  appointed  or  elected  and  any  member  appointed  or 
elected  to  fill  a  vacancy  shall  serve  until  the  following  January  1. 
A  vacancy  in  the  council  shall  be  filled  at  any  time  in  the.  same  man- 
ner as  the  original  appointment  or  election.  Members  of  the  council 
shall  receive  no  compensation  for  any  services  rendered  in  connection 
therewith,  but  they  shall  be  alloweol,  subject  to  such  regulations  as 
the  commission  may  prescribe,  a  reasoniJ^le  amount  of  time  away 
from  the  regular  duties  of  their  positicms,  without  loss  of  compensa- 
tion, when  necessary  in  order  to  enable  them  to  attend  meetings  of 
the  council  or  to  perform  other  duties  as  members  thereof.  In  the 
ev^it  that  any  member  of  the  council  ceases  to  be  an  employee,  he 
shall  thereupon  cease  to  be  a  member  of  the  council. 

(c)  It  shall  be  the  duty  of  the  council  to  organize  by  the  election 
of  a  chairman  and  vice  chairman  from  among  its  members.  The 
cooncil  may  adopt  and,  from  time  to  time,  change  rules  and  regula- 
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tions  for  the  conduct  of  its  business.  Jl  vacancy  in  the  council  shall 
not  impair  the  right  of  the  remaining  members  to  exercise  all  the 
powers  of  the  coimcil.  The  commission  shall  furnish  a  suitable 
meeting  room,  stationery,  and  necessary  clerical  assistance  for  the 
council. 

(d)  It  shall  be  the  duty  of  the  council  to  advise  the  commission  by 
means  of  formal  reports  respecting  all  matter  referred  to  it  by  the 
commission.  The  commission  shall  refer  to  the  council  for  its  advice 
all  proposed  changes  in  rules  and  regulations  affecting  employees, 
and  shall,  when  requested  by  the  council,  supplv  to  the  council  such 
data  and  information  from  the  files  and  records  of  the  commission 
as  may  be  necessary  or  desirable  in  order  to  constitute  a  basis  for 
the  advice  to  be  given  by  the  council  to  the  commission.  The  council 
may,  when  it  deems  proper,  make  suggestions  to  the  commission  for 
its  consideration  in  connection  with  or  in  relation  to  any  matter 
within  the  jurisdiction  of  such  commission  and  which  relates  to  em- 
plGrjrees. 

oEC.  16.  The  council  may  provide  for  the  formation  and  organiza- 
tion in  each  department,  or  unit  thereof,  of  a  personnel  committee, 
selected  in  such  manner  as  the  council  may  prescribe.  One-half  of 
the  members  of  each  personnel  committee  shall  be  selected  by  and 
from  among  employees  exercising  supervisor}'  powers  within  the 
department  or  unit  thereof,  and  the  remaining  members  shall  be 
selected  by  and  from  among  employees  not  exercising  such  super- 
visory powers.  It  shall  be  the  duty  of  eadi  personnel  committee 
from  time  to  time  to  make  suggestions  and  recommendations  to  the 
council  respecting  terms  and  conditions  of  employment  and  other 
matters  affecting  the  employees  within  the  department  or  unit  thereof 
which  such  personnel  committee  represents.  To  the  extent  that  the 
commission  may  deem  proper,  it  may  by  rule  or  regulation  provide 
that  any  grievance,  dispute,  or  other  matter  arising  in  any  depart- 
ment or  unit  thereof  shall  be  conciliated  by  the  personnel  committee 
representing  such  department  or  unit  thereof.  An  appeal  may  be 
taken  to  the  commission  from  such  personnel  committee  in  any  case 
where  such  appeal  will  lie  under  the  provisions  of  this  act  In 
carrying  out  the  provisions  of  this  section  the  commission  may  act 
by  and  through  the  council  in  such  manner  as  it  may  deem  advisable. 

APPEALS 

Sec.  17.  Any  party  to  a  grievance,  dispute,  or  controversy  concern- . 
ing  a  matter  over  which  the  commission  is  given  jurisdiction  by  this 
Title  may  complain  to  the  commission.  The  commission  shall,  upon 
the  filing  of  such  complaint,  give  adequate  notice  and  afford  an 
ade(][uate  opportunity  for  any  mterested  party  to  be  heard  in  con- 
nection therewith,  under  such  rules  and  reflations  as  the  commission 
may  establish,  and  shall  render  its  decision  on  the  issues  involved, 
which  decision  shall  be  final. 

Sec.  18.  The  right  of  any  person  to  be  appointed  to  a  position  shall 
not  be  denied  or  abridged  on  account  of  sex,  except  as  otherwise  pro- 
vided by  law,  without  the  approval  of  the  commission. 

Sec.  19.  Each  department,  when  directed  by  the  President,  shall* 
give  the  commission  access  to  all  records,  papers,  and  information  in  i 
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its  possession  relating  to  any  subject  of  investigation  by  the  com- 
mission. 

Ssc.  20.  Whenever  a  duty  is  imposed  upon  the  commission  by  the 
provisions  of  this  Title,  it  may  make  such  rules  and  regulations,  not 
inconsistent  herewith,  as  it  may  deem  necessary  witii  respect  thereto. 

TITLE  II. 

Teachbbs. 

Sec.  200.  When  used  in  this  Title— 

The  term  ^  classification  of  1920  "  means  Part  11  of  the  report  of 
the  Congressional  Joint  Commission  on  Beclassification  of  Salaries, 
submitted  to  Congress  in  pursuance  of  section  9  of  the  Act  entitled 
'^An  Act  making  appropriations  for  the  legislative,  executive  and 
judicial  expenses  of  the  Crovemment  for  the  fiscal  year  ending  June 
30, 1920,  and  for  other  purposes,"  approved  March  1, 1919,  as  adopted 
and  as  may  be  amended. 

The  term  '^  board  "  means  the  Board  of  Education  of  the  District 
of  Columbia,  created  by  the  Act  entitled  '^  An  Act  to  fix  and  regulate 
the  salaries  of  teachers,  school  officers,  and  other  employees  of  the 
Board  of  Education  of  the  District  of  Columbia,"  approved  June  20, 
1906,  as  amended. 

The  term  ^'  position  "  means  any  office  or  employment  whether  oc- 
cupied or  vacant  under  the  jurisdiction  of  the  board,  the  duties  of 
which  include  the  conduct  of  regular  classes  of  instruction  in  the 
public  schools  or  the  supervision  of  such  instruction. 

The  term  ''  teacher  "  means  any  person  temporarily  or  permanently 
in  a  position. 

The  term  ^  class  "  means  a  group  of  all  positions  for  which  the  same 
qualifications  and  duties  are  prescribed. 

The  term  '^  compensation  "  means  any  salary,  wage,  fee,  allowance  ' 
or  other  emolument  paid  to  a  teacher  for  service  in  a  position. 

Sec.  201.  The  class  of  every  position  shall  be  designated  and  the 
rate  of  compensation  of  a  teacher  shall  be  fixed  in  accordance  with 
the  classification  of  1920,  in  Uie  manner  hereinafter  provided: 
Provided^  That  the  specifications  of  duties  for  a  class  shall  not  affect 
(1)  the  power  of  the  board  to  control  and  direct,  within  the  specified 
duties  of  a  class  or  related  duties,  the  work  of  a  teacher,  or  (2)  the 
specific  supervisory  powers  or  duties  prescribed  by  or  in  accordance 
with  law  for  any  teacher  within  any  class. 

Sec.  202.  (a)  The  board  shall,  as  soon  as  practitable^  under  such 
rules  and  regulations  as  it  may  establish,  place  each  position  of  each 
teacher  in  a  class  in  accordance  with  the  duties  of  such  position  and 
determine  in  accordance  with  paragraph  (d)  of  section  5  of  this 
Act  the  rate  of  compensation  at  which  such  teacher  shall  be  paid. 
Such  teachers  shall  be  classified  in  such  classes  and  shall  be  paid  at 
such  rates  of  compensation. 

(b)  Each  teacher  shall,  in  addition  to  the  compensation  received 
by  him  for  his  period  of  service  between  June  80, 1920,  and  the  date 
when  his  rate  of  comi>ensation  is  determined  as  provided  in  .para- 
graph (a)  of  this  section,  receive  for  such  period  the  difference,  if 
any,  between  such  compensation  and  the  compensation  at  the  rate 
finally  determined  by  the  board. 
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Sec.  203.  (a)  Whenever  the  creation  of  new  positions  is  made 
necessary  under  law,  and  an  appropriation  is  made  therefor,  such 
positions  shall  be  classified  by  the  board  as  far  as  pos^ble  within 
the  existing  classes;  but  if  any  additional  classes  are  necessary  as  a 
result  thereof,  the  board  may  by  order  establish  such  additional 
classes  and  classify  therein  such  new  positions  and  shall  prescribe 
the  qualifications,  duties,  and  rates  of  compensation  for  such  addi- 
tionstl  classes. 

(b)  In  the  case  of  an  additional  class  created  in  accordance  with 
paragraph  (a)  of  this  section,  the  rates  of  compensation  therefor 
shall  bear  a  proper  relation  to  the  rates  of  compensation  prescribed 
for  classes  reasonably  comparable  as  to  qualifications  and  duties  with 
such  additional  class. 

(c)  Any  order  issued  in  accordance  with  this  section  shall  be 
transmitted  by  the  board,  as  soon  as  practicable,  to  both  Houses  of 
Congress,  and  shall  be  in  full  force  and  effect  until  and  except  as 
altered,  amended,  or  repealed  by  law. 

(d)  The  board  may  recommend  to  Congress  that  existing  classes 
be  divided,  combined,  altered,  or  abolished,  and  that  rates  of  com- 
pensation tor  existing  classes  be  changed. 

Sec.  204.  (a)  In  each  class  there  shaU  be  such  minimum,  inter- 
mediate, and  maximum  rates  of  compensation  as  are  prescribed  in  the 
classification  of  1920,  or  as  provided  in  section  203.  No  teacher  shall 
receive  compensation  from  the  municipal  government  of  the  District 
of  Columbia  at  less  than  the  minimum  or  more  than  the  maximum 
rate  of  compensation  so  prescribed  for  the  class  in  which  his  posi- 
tion is  placed.  Upon  appointment  to  a  position  in  a  class,  a  teacher 
shall  be  paid  at  the  minmium  rate  prescribed  for  such  class. 

(b)  The  different  rates  of  compensation  prescribed  for  a  class  are 
based  upon  eflfciency  in  the  performajnce  of  the  duties  prescribed 
for  such  class.  The  maximum  rate  of  compensation  prescribed  for 
such  class  shall  be  payable  only  when  a  teacher  in  such  class  per- 
forms the  duties  thereof  with  the  maximum  degree  of  efficiency,  as 
determined  in  accordance  with  paragraph  (a)  of  section  205.  No 
teacher  shall  be  paid  an  increased  rate  of  compensation  prescribed 
for  the  class  in  which  his  position  is  placed  unless,  in  the  judgment 
of  the  board,  his  efficiency  rating  and  length  of  service,  as  provided 
in  section  205,  justify  an  increase  to  the  next  higher  rate  prescribed 
for  such  class.  The  rate  of  compensation  of  a  teacher  shall  not  be 
increased  more  frequently  than  once  each  year. 

(c)  The  rate  of  compensation  of  a  teacher  shall  be  decreased 
whenever  he  fails  to  maintain  the  standard  of  efficiency  prescribed 
for  teachers  within  the  same  class  to  whom  the  same  rate  of  com- 
pensation is  paid,  except  as  provided  in  subdivision  (3)  of  para- 
graph (a)  of  section  205. 

Sec  205.  (a)  The  board  shall  establish  a  uniform  system  of 
efficiency  rating,  which  shall  set  forth  (1)  the  standard  of  efficiency 
which  must  be  maintained  by  teachers  within  the  same  class  to 
whom  the  same  rate  of  compensation  is  paid  and  below  which  no 
teacher  may  fall  without  being  paid  such  lower  rate  of  compensation 
prescribed  for  such  class  to  which  his  efficiency  rating  entitles  him ; 
(2)  the  higher  standard  of  efficiency  of  a  teacher  which,  in  the  judg- 
ment of  the  board,  will  entitle  him  to  receive  annually  compensa- 
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tion  at  the  next  higher  rate  prescribed  for  the  class  in  which  his 
position  is  placed;  (3)  the  standard  of  efficiency  for  a  class  below 
which  no  teacher  may  fall  without  being  dismissed  for  -inefficiency. 

(b)  The  board  shall  establish  rules  and  regulations  for  rating, 
in  accordance  with  such  system,  the  efficiency  of  each  teacher.  Sudi 
current  ratings  for  each  class  shall  be  open  to  inspection  during 
regular  office  hours  by  any  teacher  in  su<^  class. 

(c)  At  least  one  copy  of  each  current  rating  made  in  accordance 
with  the  system  established  under  paragraph  (a)  of  this  section 
shall  be  kept  on  file  with  the  board. 

Sec.  206.  Any  party  to  a  grievance,  dispute,  or  controversy  con- 
cerning a  matter  over  which  the  board  is  given  jurisdiction  by  this 
Title  may  complaiu  to  the  board.  The  board  shiiU,  upon  the  filing  of 
such  complaint,  give  adequate  notice  and  afford  an  adequate  oppjor- 
tunity  for  any  interested  party  to  be  heard  in  oonnaotion  therewith, 
under  such  rules  and  reflations  as  the  board  may  establish,  and 
shall  render  its  decision  on  the  issues  involved. 

Sec.  207.  The  right  pf  any  person  to  be  appointed  to  i|  position 
shall  not  be  denied  or  abridged  on  account  of  sex. 

Sec.  208.  Whenever  a  duty  is  imposed  upon  the  board  by  the  ppo- 
viaiona  of  this  Title  it  may  make  such  rules  and  nagidatione,  not  in- 
consistent herewith,  as  it  may  deem  neeea^i^ry  ^itb  rtepoet  t)iereto. 

TITLE  III. 

Sec.  800.  Nothing  contained  in  this  Act  shall  be  construed  to  make 
permanent  any  temporary  appointment  under  existing  law. 

Sec.  301.  Section  7  of  the  Act  entitled  ^An  Act  making  i^ppropria- 
tions  to  sui>ply  deficiencies  in  appropriations  for  the  fiscal  year  1912 
and  for  prior  years,  and  for  other  purposes,"  approved  August  26, 
1912 ;  section  7  of  the  Act  entitled  ^'^ An  Act  makuxg  appropriations 
for  the  legislative,  executive,  and  judicial  expenses  ot  the  Govern- 
ment for  the  fiscal  year  ending  June  80,  1914,  and  for  other  pur- 
poses," approved  March  4,  1918;  and  section  7  of  the  Act  entitled 
^An  Act  making  appropriations  to  supply  urgent  deficiencies  on  ap- 
propriations for  the  fiscal  year  ending  June  30, 1918,  and  prior  fiscal 
years,  on  account  of  war  expenses,  and  for  other  purposes,'*  approved 
October  6, 1917,  are  hereby  repealed  so  far  as  they  relate  to  tfie  pay- 
ment of  compensation  to  employees  or  teachers  within  this  Act. 

Sec.  302.  This  Act  shall  supplement,  so  far  as  possible,  all  existing 
laws  and  shall  not  be  construed  to  repeal  any  law  or  part  thereof 
unless  such  law  or  part  thereof  is  directly  in  conflict  herewith. 

164919— 20— FT  1 ^x 


CHAPTER  VII 

A  DESCRIPTION  OF  THE  COMMISSION'S  WORK— A  DETAILED  AC- 
COUNT OF  ITS  METHODS  OF  PROCEDURE,  THE  ORGANIZATION 
AND  ACTIVITIES  OF  ITS  STAFF,  ITS  INVESTIGATIONS  AND  BE- 
SEARCHES,  AND  THE  ASSISTANCE  RECEIVED  FROM  DEPART- 
MENTS,  EMPLOYEES,  AND  CITIZENS 


The  Commission  has  reported  certain  conclusions  as  to  the  needs 
of  the  service  and  has  offered  a  number  of  recommendations  ranging 
from  specific  proposals  for  new  salary  scales  for  1,762  classes  of 
employment  to  suggestions  for  a  fundamental  revision  in .  employ- 
ment and  wage  policies.  These  recommendations  have  grown  out  of 
comprehensive  and  intensive  studies  and  deliberations  and  represent 
the  best  thought  of  a  large  staff  and  many  cooperating  committees. 
The  magnitude  of  the  undertaking  and  the  breadth  and  thoroughness 
of  the  investigations  upon  which  the  Commission's  report  is  based 
can  only  be  brought  out  by  an  account  of  the  work  that  will  reveal 
the  details  of  method  and  of  organisation.  Such  a  descriptive  and 
historical  account  is  contained  in  the  following  pages.  It  is  the 
story  of  the  largest  piece  of  classification  and  salary  standardization 
work  accomplished  to  date. 

A  List  of  the  Major  Steps  Taken  in  the  Work  of  the  Commission 

The  principal  steps  taken  in  the  Commission's  work,  between  March 
8,  1919,  and  March  12,  1920,  listed  roughly  in  chronological  order 
although  many  were  taken  contemporaneously,  were  as  follows: 

1^  The  Commission  organized. 

2)  Consulted  leader^  among  those  experienced  in  classification. 
(8)  Adopted  the  principle  of  classifying  positions  on  the  basis  of 
the  duties  and  the  qualifications  required  and  of  applying  the  same 
compensation  schedule  to  all  positions  in  each  class. 

(4)  Ketained  a  headquarters  staff  of  specialists  in  classification 
and  salary  standardization,  not  connected  with  the  Government 
service. 

(5)  Sought  and  received  the  cooperation  of  Cabinet  officers  and 
other  department  heads,  and  organized  cooperating  departmental 
central  committees  of  administrators  and  employees. 

Secured  a  clerical  force  detailed  from  the  departments. 
Took  a  complete  inventory  of  the  positions  in  the  Washington 
service,  and  kept  this  current,  securing  semimonthly  reports  fiom 
the  departments  as  to  additions,  separations,  and  changes. 

(8)  Distributed  and  collected  questionnaires,  filled  out  by  em- 
ployees and  supervisory  officials,  and  thus  secured  data  on  the  du- 
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ties,  qualification  requirGments,  compensation,  hours,  organization 

location,  and  other  {)ertinent  matters  regarding  each  individual  po- 
sition and  employee  in  the  service. 

(9)  Recruited  a  classification  staff  detailed  from  the  various  de- 
partments. 

(10)  Charted  in  detail  the  organization  of  every  department  and. 
independent  establishment. 

(11)  Defined  services — ^the  occupational  or  vocational  groups^  - 
and  sorted  questionnaire  cai*ds  to  services. 

(12)  Tentatively  defined  classes  within  servicers,  sorted  cards  to 
classes,  and  revised  specifications. 

(13)  Issued  tentative  class  specifications  as  a  basis  for  hearinsfs 
and  departmental  criticism. 

(14)  Held  hearings. at  which  criticisms  of  specifications  and  sug- 
gestions on  salaries  were  received. 

(15)  Revised  the  specifications  in  the  light  of  criticisms  received 
at  the  bearings  and  offered  by  department  heads  in  correspondence. 

(16)  Developed  a  statistical  force,  detailed  from  the  departments. 

(17)  Compiled  from  the  questionnaires,  statistics  on  salaries  paid 
to  employees  in  the  respective  classes. 

(18)  Organized  a  research  staff  under  the  immediate  charge  of  a 
retained  member  of  the  staff  of  a  municipal  civic  agency  and  made 
op  of  members  detailed  from  the  departments. 

(19)  Investigated  employment  conditions  and  policies  and  re- 
ceived advice  from  a  committee  of  civic  leaders,  administrative  offi- 
cials, and  representatives  of  employees. 

(20)  Studied  economic  conditions  and  received  advice  from  a  com- 
mittee of  Government  economists,  administrators,  and  representa- 
tives of  employees. 

(21)  Organized  advisory  committees  on  sources  of  wage  data  made 

up  of  administrators,  employees,  and  citizens  not  in  Government  em- 
ploy. 

(22)  Collected  sample  data  on  compensation  paid  by  private  con- 
cerns and  public  bodies  outside  of  the  District  of  Columbia  to  em- 
ployees occupying  positions  analogous  to  those  in  the  Washington 
service. 

(23)  Adopted  a  proposed  plan  of  administration  of  the  classifica- 
tion and  the  compensation  schedules. 

(24)  Adopted  recommendations  on  compensation  schedules. 

(25)  Prepared  and  submitted  the  printed  report  of  the  commission 
to  the  Congress. 

The  Spirit  of  the  Work 

A  review  of  the  work  and  methods  of  the  Commission  shows  that 
the  points  of  view  of  the  public,  of  the  administrators,  and  of  the 
employees  have  all  three  been  borne  in  mind  constantly  from  the 
outset  in  an  endeavor  to  make  the  investigation  practical  as  well  as 
scientific.  Throughout  the  work,  the  entire  Commission  kept  in  mind 
above  all  the  point  of  view  of  the  Congress,  and  especially  of  the 
Appropriations  C!ommittees,  charged  with  the  responsibility  of  in- 
itiating and  authorizing  the  expenditure  of  the  funds  provided  by  the 
taxpayers. 
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Appomtmcat  smi  Orgaaiartmi  of  GonMiaedoB 

The  act  creating  the  Commission,  section  9,  PubKc  314,  Sixty-fifth 
Congress,  the  legislative,  executive,  and  judicial  appropriation  bill 
of  1919,  was  approved  on  March  1  of  that  year.  Its  full  text  is  re- 
produced as  a  preface  to  this  report.  On  Mareh  ft  the  President  of 
the  Senate  appointed  as  the  three  members  of  the  Senate  on  the  Com- 
mission, Andrieus  A.  Jones,  of  New  Mexico,  Charles  B.  Henderson, 
of  Nevada,  and  Selden  P.  Spencer,  of  Missouri,  and  the  Speaker  of 
the  House  appointed  as  the  three  members  to  r^ree^at  the  House 
on  the  Commisson,  Courtney  W.  Hamlin,  of  Missouri,  'ELenry  Allen 
Cooper,  of  Wisconsin,  and  Edward  Keating,  of  Colorado.  On  the 
same  day  the  Commission  met  and  organized  for  its  work,  electing 
Senator  Jones,  chairman,  Senator  Henderson,  vice  chairman,  and 
Mr.  Keating,  secretary.  On  April  1,  V.  L.  Almond  was  appointed 
clerk  of  the  Commission. 

Analysis  of  the  Situation 

The  task  assigned  to  the  Commission  by  the  Congress  was  mani- 
festly one  of  difficulty  and  far-reaching  importance.  The  situation 
which  led  to  the  passage  of  the  act  and  creation  of  the  Commission 
is  familiar  in  a  general  way  to  all  Members  of  the  Congress  and  to 
others  who  have  had  an  opportunity  to  observe  closely  conditions  of 
employment  in  the  Federal  departments  and  independent  establish- 
ments. The  general  impression  prevailed  that  rates  of  pay  for  the 
same  work  varied  widely  in  different  departments,  and  in  many 
instances  in  the  same  departments  The  recruiting  of  the  personnel 
which  had  been  seriously  interferred  with  by  the  abnormal  condi- 
tions during  the  war  had  led  to  competition  between  departments  in 
securing  employees.  In  general,  every  difficulty  with  respect  to  em- 
ployment conditions  which  is  likely  to  arise  in  a  large  and  complex 
organization  was  felt  to  be  present  in  a  greater  or  less  degree  in  thei 
army  of  workers  in  the  District  of  Columbia.  Primarily,  the  situa- 
tion was  rendered  most  acute  because  of  the  absence  of  standards 
for  determining  compensation. 

The  Commission  appreciated  that  the  desired  standard  adequate 
to  cover  all  positions  in  all  departments,  or  even  the  derical  positions 
alone,  was  not  afforded  by  the  act  in  force  since  1853-54,  section  163 
of  the  Bevised  Statutes,  known  as  the  classification  of  the  execu- 
tive departments,  which  provided  for  four  classes  of  "  clerks  *' — Class 
I,  Class  II,  Class  III,  and  Class  IV — ^with  salaries,  respectively,  at 
$1^00,  $1,400,  $1,600,  and  $1,800  per  annum.  Nor  was  the  necessary 
basis  afforded  by  the  titles  of  positions  set  up  by  the  Civil  Service 
Commission  under  the  act  of  1883  for  purposes  of  entrance  examina- 
tion and  appointment.  It  realized  above  all  that  the  loose  and  pro- 
miscuous use  of  a  variety  of  tities  applied  to  positions  referred  to  in 
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the  amuial  Book  of  Efltimates  aad  in  the  VAiious  appi^riation  hills 
Attthonzii^  personal  aervioa  afforded  no  afcaadsrd  for  uniformity 
and  equity. 

As  «  SBSok  of  tihoir  «Bm  ozpeEifinoe  as  Sfamh^rs  of  the  Congress, 
especially  in  dealing  with  appropriatioBS,  tiM  meaaJbersof  the  Conums- 
aoB  reaJiaed  that  k  was  this  iBfik  of  ji  aonid  wocking  hasn 
mining  nnifima  sttd  oqntaUe  eenpenasfcion  iar  employees  in  etril- 
ian  po«fek>n8  that  had  moved  4iie  Congrass  to  onler  this  invest! 

It  wna  nith  these  facts  in  mind  that  As  Cfmnusasaa  set  afaont  to 
snalyaDilispMfaiBtt.  As  to  ihe  details  of  the  otuation  and  tfae  appro- 
{Hiate  i«rae4y»  the  ODmsuanon  approftehad  die -sahject  with  an  open 
mind. 

Prdiminary  Steps 

The  OoBimisBion  detfrmined,  first  of  all,  to  acfoaint  itoelf  with 
classification  projects  which  had  been  pravionsly  undcyrtakui  in  the 
United  Stotos  and  in  other  countries.  It  found  thsi  thn^e  had  been 
an  importaiA  series  of  ^lassifieatioBB  heginnmg  with  that  in  the  city 
of  Chicago  and  indoding  tlMase  of  the  State  of  Illinois^  the  State 
of  New  Jersey^  the  ciijf  of  Ksw  York,  the  State  of  New  York,  the 
Dominian  of  New  Zealand,  and,  most  recently,  of  the  entire  civilian 
service  of  the  DMninkm  of  Canada.  It  found  that'in  these  classifica- 
tioBS  and  salary  staadardiutaons  many  of  tihe  ean^  problems  had 
been  encountered  iiuJb  the  Commisaton  was  facing.  It  f (Mind  also 
that  these  nndertahiiigs  had  reenlted  in  Uie  disoovery  of  certain 
princaples,  and  the  devd<q)ment  of  eertain  policies  that  are  almost 
uniTOrsally  applioaUs,  and  had  created  a  oertain  store  of  practical 
eiperieiioe  that  was  invaluable. 

To  avail  ilaelf  as  much  as  possible  of  the  results  of  this  experience 
the  Comnxissimai  called  into  counsel  several  specialists  of  recognized 
sending  in  this  field  of  endeavor.  Among  them  were  Dr.  Charles  A. 
Beard,  Director  of  the  New  York  Bureau  of  Municipal  Besearch,  and 
Mr.  £.  O.  Griff^ihagen  and  associates  of  the  industrial  engineering 
d^)art2nent  of  Arthur  Young  &  Co.,  of  Chicago,  who  had  carried 
out  various  classificatitxis  and  salary  standardizations  for  private 
business  concerns  and  governmental  bodies,  among  them  the  Cana- 
dian dassification  that  has  siaoe  been  enacted  into  law  by  the  unan- 
imous vote  of  both  houses  of  the  Canadian  Parliament. 

As  a  result  of  these  consultations,  the  Commission  was  apprised 
of  principles  and  policies  hitherto  established,  and  became  informed 
r^arding  the  tedmique  followed  in  previous  classifications.  Among 
other  thin^  it  was  learned  that  the  New  York  City  classification, 
involving  the  positions  of  some  54,000  employees,  had  cost  $400,000, 
and  had  required  some  four  years  for  completion ;  that  the  Canadian 
classification,  covering  the  entire  service  of  the  Dominion — ^positions 
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in  the  field  as  well  as  those  at  the  capital — and  involving  some  60,000 
places,  had  been  accomplished  in  10  months;  that  the  Australian 
classification,  covering  11,661  positions,  had  taken  17  months;  and 
that  the  classification  for  the  senate  committee  of  the  State  of  New 
York,  involving  17,000,  required  a  year. 

The  act  creating  the  Commission  called  for  a  report  not  later  than 
January  12,  1920;  that  is,  in  a  little  over  10  months  from  the  time 
of  the  appointment  of  the  Commission.  It  was  realized  then  that 
the  Commission  had  to  work  against  time.  It  could  not  afford  to 
experiment.  A  preliminary  investigation  indicated  that  over  100,000 
positions  came  within  the  scope  of  the  work.  While  these  positions 
included  kinds  of  employment  similar  to  those  generally  found  in 
city  and  State  jurisdictions,  it  was  known  that  they  also  included  a 
greater  variety  of  clerical  positions  and  of  positions  in  the  skilled 
trades  than  those  of  any  city  or  State,  and  an  exceptionally  large 
variety  of  scientific  and  technical  positions. 

These  facts  made  it  obvious  that  the  task  of  the  Commission  was 
of  unprecedented  proportions  both  as  to  the  number  and  the  variety 
of  positions  involved,  and  that  the  time  allotted  for  the  work  was 
so  short  as  to  introduce  many  added  difficulties.  It  was  clear  to  the 
Commission,  however,  that  no  obstacles  must  be  permitted  to  stand 
in  the  way  of  thoroughness  and  accuracy  in  the  work,  for  the  reason 
that  if  a  sound  and  adequate  classification  were  once  established, 
and  if  provisions  were  made  for  current  adjustments  and  amend- 
ments to  meet  changing  conditions,  the  initial  work  would  never 
have  to  be  repeated,  and  the  classification  would  serve  for  all  time. 

The  necessity  of  building  up  a  temporary  staff  for  the  work  of  the 
Commission  constituted  the  first  serious  problem.  If  the  classifica- 
tion were  to  be  done  entirely  by  specialists  of  proved  fitness  in  this 
field,  it  would  be  necessary  to  engage  a  large  proportion  of  all  the 
available  persons  in  the  country  who  had  taken  part  in  the  more 
important  classification  projects  of  recent  years.  This  was  obviously 
impossible  both  because  of  the  short  time  available  for  recruiting 
such  a  staff  and  the  lack  of  a  sufficient  appropriation.  It  became  neces- 
sary, therefore,  to  find  other  means  of  building  up  a  working  organi- 
zation. The  plan  evolved  from  the  consideration  of  all  the  alter- 
natives which  presented  themselves  took  advantage  of  the  provision 
of  the  creating  act,  which  authorized  the  Commission  to  call  upon 
the  departments  and  independent  establishments  to  supply  it  with 
officers  and  employees  to  aid  in  the  investigation.  A  limited  num- 
ber of  specialists  in  employment  and  classification  work  was  engaged 
to  serve,  imder  the  immediate  direction  of  the  Commission,  as  a 
nucleus  around  which  to  build  a  staff  of  employees  to  be  recruited 
from  the  various  departments  and  independent  establidunents  from 
among  those  who  had  qualifications  such  as  to  enable  them  to  acquire 
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a  working  knowledge  of  the  purpose  and  basis  of  the  classification 
after  a  reasonable  period  of  training. 

This  supervisory  group,  designated  as  the  headquarters  staff  of  the 
Commission,  began  its  work  on  April  28,  1919,  and  continued  in  ac- 
tive touch  with  the  work  throughout  the  investigation.  It  was  com- 
posed of  the  foUowing  specialists,  each  serving  in  the  capacities 
indicated :  E.  O.  Griffenhagen,  chief  counselor;  Herbert  E.  Fleming, 
director;  R.  O.  Beckman,  assistant  director;  Robert  E.  Goodell,  as- 
sistant director  (August,  1919,  to  March,  1920) ;  Fred  G.  Heuchling, 
assistant  director  (May,  1919,  to  August,  1919)  ;  and  Ad.  Hoehne,  in 
charge  of  classification  records. 

This  staff  served  as  the  means  of  developing  the  detailed  staff, 
training  its  members  in  the  principles  and  methods  of  the  classifi- 
cation and  assisting  the  Commission  in  leading  them  in  their  con- 
tribution to  its  work. 

Cooperation  of  Department  Heads,  OflScials,  and  Employees 

The  Commission  appreciated  fully  the  close  relation  of  its  activ- 
ities to  the  administrative  practices  in  the  Government  departments 
and  the  very  material  effect  which  its  recommendations,  if  adopted, 
would  have  upon  those  practices.  It  appreciated  also  that  the  inves- 
tigation and  work  of  the  Conmiission  could  not  be  brought  to  a 
successful  conclusion  without  full  cooperation  and  participation  by 
administrative  heads.  Nor  was  the  deep  interest  with  which  the 
Government  employees  in  general  looked  upon  the  activities  of  the 
Commission  to  be  disregarded,  especially  in  view  of  the  extent 
to  which  their  welfare  was  bound  up  in  the  results  of  the  work. 

In  the  course  of  its  inquiries  on  classification  work  done  else- 
where the  Commission  had  learned  that  one  obstacle  which  the 
classification  bodies  and  their  experts  had  found  it  necessary  to  over- 
come, was  a  tendency  toward  lack  of  confidence  on  the  part  of  the 
administrative  officials  and  especially  of  the  employees  concerned. 
The  Commission  determined  from  the  beginning  to  avoid  havii^  its 
work  wrecked  on  such  a  rock.  It  took  it  for  granted  that  it  was 
the  intention  of  the  Congress  to  deal  fairly  not  only  with  the 
public  and  with  administrators,  but  also  with  the  rank  and  file  • 
of  employees,  and  that  the  Congress  desired  recommendations  de- 
veloped by  the  facts. 

Cooperation  with  the  department  heads  was  deemed  of  prime  im- 
portance and  was  established  by  personal  calls  upon  each  department 
head  by  a  member  of  the  Conmiission,  in  the  course  of  which  the 
plans  of  the  Commission  were  outlined. 

A  means  of  securing  cooperation  of  administrative  officials  was 
through  meetings  with  bodies  of  supervisory  officials.  A  series  of 
meetings  with  the  Chief  Clerks'  Association  served  to  acquaint  the 
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memb^n^  alt  tkk  un^iiant  group  with  the  methods  adopted  in 
the  work,  and  the  principles  reocgluaed  in  its  prosecution.  A  gen- 
ei*al  meeting  with  bureau  chiefs  «Bd  supervisory  officials  of  other 
ranks,  delegated  to  attend  by  their  department  heads  in  response 
to  a  letter  from  the  CommiBsion,  filled  the  auditorium  of  the  Interior 
Department  to  overflowings  This  meetings  presided  over  by  the 
ohairman  of  the  Oommdesion,  brought  forth  valuable  suggestions 
and  further  dissenunEted  an  understanding  of  the  principles  on 
which  the  work  of  the  Oommission  was  moving  forward. 

It  is  with  a  deep  sense  of  gratification  that  the  Commission  records 
its  appreciation  of  the  hearty  response  t>f  the  department  heads  and 
administrative  officials  to  the  calls  for  many  kinds  of  assistance 
throughout  the  course  of  the  investigation. 

In  securing  the  cooperation  of  the  departments  and  in  other  work 
during  the  early  weeks  the  Commission  was  aided  by  Lieut.  Col. 
Eugene  N.  Sanctuary,  detailed  from  the  War  Department  to  serve 
as  liaison  officer. 

The  Commission  sought  the  cooperation  not  only  of  administrative 
officials  but  also  oi  the  employee^,  but  stated  to  them  that  it  could  make 
no  promises  as  to  increases  or  reductions  of  salaries  and  that  it  was 
its  purpose  to  mi^e  an  impartial  and  comprehensive  investigation 
of  facts.  Thus  the  Commission  at  the  outset  adopted  a  policy  of  sin- 
cerity and  fair  dealing  both  as  to  methods  pursued  and  as  to  facts 
found.  It  encouraged  the  development  of  a  relation  of  mutual  im- 
derstanding  between  the  Gk)vemment  as  an  employer  and  its  em- 
ployees. Officers  of  employees'  organizations  and  individual  repre- 
sentatives of  large  groups  of  unorganized  employees  were  frequently 
invited  into  council  with  the  Commission  and  members  of  its  staff. 
By  this  means  the  employees  were  apprised  of  each  step  in  the  Com- 
mission's work.  As  a  result  the  Commission  secured  splendid  co- 
operation, not  only  from  the  administrative  officers  but  also  from 
the  rank  and  file  of  the  employees.  This  cooperation  throughout  the 
months  of  the  Commission's  strenuous  efforts  has  served  greatly  to 
facilitate  the  work. 

Development  of  Policies  kad  Methods 

Immediately  after  the  engagement  of  the  headquarters  staff,  and 
while  measures  were  being  taken  for  establishing  cooperation,  much 
attention  was  given  by  the  Commission  to  the  development  of  poli- 
cies and  of  methods  of  conducting  the  investigation,  decisions  on 
which  had  been  arrived  at  partially  as  a  result  of  the  conferences 
^retofore  mentioned. 

ilie  principles  and  policies  thus  developed  and  adopted  need  not 
be  repeated  here  in  full,  since  Chapter  III  of  this  report  has  included 
a  discussion  of  the  theory  of  the  classification ;  but  the  central  ideas 
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adopted  at  tile  ^stait,  and  oonfirmed,  maiatained^  and  built  upon 
thro«iglkoiit  the  work,  should  be  emphasised.  The  Comiaission  oon- 
duded  that  the  only  way  in  which  to  do  its  work  of  dassilyii^  poai- 
tioiis  and  standardising  compensation  wee  to  f  oand  the  entire  under- 
taking on  two  T«ry  simple  propositions : 

(1)  That  positions  involving  the  same  or  very  similar  duties  and 
responsibilities  or  work  belong  in  the  same  dass. 

(2)  That  the  duties  beu^  the  same,  the  pay  should  be  the  same. 
In  other  words,  the  Commission,  adopting  the  pieoedent  set  by  the 

classifications  of  recent  years,  proceeded  to  make  wliat  is  called  a 
^  dirties  classificaticm,"  since  it  b^ns  with  and  is  founded  upon  the 
duties  of  the  positions.  This  is  m  contrast  with  earlier  olassificationsi 
such  as  that  surviving  in  the  Federal  clerical  servioe,  which  were 
based  on  salaries  and  virtually  left  out  of  accoiuit  the  character  of 
the  work  performed. 

The  CoBUEUission  concluded  that  the  only  logical  way  to  proceed 
was  first  to  ascertain  the  duties  of  all  of  the  positions  and  then  to 
clas^fy  them  on  tbe  basis  of  dilties,  including  reqKxnsibiliities  and 
qualifications  required  to  perform  the  duties.  It  determined  to  make 
its  first  objective  a  sound  classification  of  positions,  without  regard 
to  the  following  points  concemmg  the  specific  positicNis:  (1) 
Whetha*  they  were  occufAed  l^y  men  or  women;  (2)  the  particular 
locations  of  the  pointions  in  dq>artmental  units  of  organization; 
(3)  the  qualifications  possessed  by  the  present  incumbents  of  the 
positions  as  compared  with  the  qualifications  properly  required  in 
the  respective  positions;  (4)  the  degree  of  efficiency  displayed  by 
given  employees  as  compared  with  the  standards  of  efficiency  pre- 
scribed by  administrative  authorities  for  the  respective  positions; 
and  (5)  the  salaries  now  paid. 

Suggestions  were  made  that  each  department  be  called  on  to 
classify  its  own  positions  and  turn  the  results  in  to  the  Commission, 
but  it  was  at  once  apparent  that  such  a  course  would  result  in  as 
many  schemes  as  there  were  departments.  It  was  also  suggested  in 
some  quarters  that  the  Commission  make  a  sample  classification  of 
certain  departments.  But  this  idea  was  rejected  because  it  was  recog- 
nized that  the  desired  uniformity  and  equity  of  compensation  for 
the  same  character  of  employment  could  not  be  attained  by  any- 
thing short  of  a  comprehensive  classification  of  all  positions. 

The  Commission  saw,  moreover,  that  if  a  correct  classification  were 
worked  out,  if  every  class  were  accurately  defined  and  every  position 
wherever  found  were  put  in  its  proper  class,  the  first  great  move 
toward  just  standardization  of  salaries  would  be  accomplished.  It 
realized  that  when  all  positions  substantially  alike  in  the  charac- 
ter and  importance  of  the  work  p^ormed  by  the  employees  holding 
them  and  in  the  qualifications  required  for  doing  the  work  were 
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placed  in  the  same  class,  then  no  matter  what  schedule  of  salary 
was  ultimately  fixed  for  the  class  as  a  whole  there  would  necessarily 
be  uniformity  and  equity  in  pay  as  between  positions  within  that 
class.  Furthermore  it  was  recognized  that  this  would  lay  a  basis  for 
comparing  classes  of  positions  and  equitably  arranging  salary 
schedules  as  between  classes. 

The  foregoing  considerations  determined  the  methods  adopted  for 
the  investigation,  which,  briefly  stated,  comprised  the  following : 

First.  Taking  an  inventory  of  positions  through:  (a)  Position 
lists  comprising  a  complete  transcript  of  the  names  of  employees,  the 
pay-roll  titles  of  their  positions,  the  units  of  organization  in  which 
found,  and  the  basic  salaries  received,  and  (h)  questionnaires  on  the 
positions  of  all  the  employees. 

Second.  Analyzing,  comparing,  and  grouping  the  positions,  and  de- 
fining the  resulting  classes. 

Third.  Compiling  statistics  concerning  the  compensation  now  paid 
to  the  respective  salary  groups  of  employees  in  each  class. 

Fourth.  Collecting  data  concerning  compensation  paid  elsewhere 
for  use  in  comparative  study. 

Fifth.  Maintaining  such  records  during  the  course  of  the  work  as 
would  keep  the  inventory  of  positions  current,  render  it  unnecessary 
to  repeat  the  original  inventory,  and  provide  a  tentative  allocation  of 
positions  so  as  to  facilitate  the  work  of  the  permanent  classification 
agency  in  justly  allocating  the  position  of  each  employee  to  its  proper 
class  and  salary  rate. 

Securing  Complete  List  of  Positions 

In  taking  the  inventory  of  positions  the  first  information  gathered 
was  a  complete  list  of  all  Federal  and  municipal  positions  in  the 
District  of  Columbia  under  the  jurisdiction  of  the  Commission  as  of 
April  30,  1919.  The  act  creating  the  Commission  required  it  to  in- 
vestigate the  rates  of  compensation  paid  to  "civilian  employees"  by 
the  municipal  government  and  the  various  executive  departments  and 
independent  establishments  in  the  District  of  Columbia,  except  the 
navj^  yard  and  the  Postal  Service.  The  Commission  interpreted  this 
to  mean  all  the  civilian  employees  in  the  services  enumerated.  It 
ruled  that  all  persons  occupying  offices  or  places  of  employment — 
except  Cabinet  officei-s  and  other  department  heads  and  judges,  who 
were  arbitrarily  excluded — were  civilian  employees  whose  compensa- 
tion was  to  be  adjusted  through  the  reclassification.  The  rule  was 
established  that  any  place  of  employment  having  duties  or  responsi- 
bilities requiring  the  attention  of  a  certain  person  for  their  per- 
formance or  exercise  was  to  be  considered  as  a  position.  It  was  de- 
cided, for  the  purpose  of  the  inventory,  that  where  the  name  of  a  per- 
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SOD  api>eared  upon  a  pay  roll  or  account  for  salary  or  wages  that 
fact  alone  was  pix>of  of  the  existence  of  a  iK>sition. 

In  a  task  of  this  magnitude  the  time  element  was  of  primary  im- 
portance. The  question  ai'ose  immediately  as  to  whether  or  not  the 
inventory  of  positions  might  not  be  taken  progressively  from  depart- 
ment to  department,  so  that  the  time  of  the  inventory  in  one  depart- 
ment would  be  earlier  than  that  in  the  next.  After  full  considera- 
tion, and  chiefly  for  the  reason  that  it  was  desirable  to  have  a  common 
starting  point  for  the  study  of  all  the  positions  concerned,  it  was  de- 
cided that  this  inventorv  should  be  taken  simultaneouslv  in  all  the 
departments. 

When  the  Commission  started  on  its  work  it  had  assumed  that  at 
some  central  place  in  the  executive  departments  of  the  Government 
there  would  be  a  complete  list  of  all  positions  and  all  employees  in 
the  services,  but  it  was  found  that  this  was  not  the  case.  It  was 
therefore  necessary  to  go  to  original  sources.  The  list  of  positions 
were  compiled  for  the  Commission  from  the  pay-roll  record  of  April 
SO  by  the  chief  clerks  of  the  various  departments  and  independent 
establishments. 

For  this  purpose  the  headquarters  staff  prepared  for  the  Commis- 
:jion  a  form  called  the  ^position  list.''  A  special  study  was  made 
of  the  organization  units  embraced  in  the  various  departments  and 
represented  on  their  pay  rolls,  and  symbols  were  assigned  for  these 
imits  for  use  in  entries  on  the  position  lists.  Incidentally  this  study 
disclosed  a  lack  of  uniformity  in  pay-roll  procedure  and  a  lack  of 
standardization  in  the  terminology  of  the  units  of  organization  in 
the  Grovcrmment  service.  This  rendered  it  necessary  in  many  cases 
to  list  as  organization  units  pay-roll  groups  which  were  not  true 
organization  units.  The  position-list  form  containe<l  spaces  for  the 
name  of  the  department,  bureau,  division  or  office,  and  subdivision 
or  section  concerned;  for  the  position  reference  number;  for  the 
name  of  each  employee;  for  the  present  pay-roll  title;  and  for  the 
present  rate  of  pay  exclusive  of  the  bonus.  The  form  also  contained 
spaces  for  later  entries  on  reports  of  changes  in  personnel  and  in 
organizatioiL 

Mimeographed  instructions  on  the  preparation  of  position  lists 
were  issued  under  date  of  May  8,  and  these  were  followed  carefully 
by  the  chief  clerks.  These  lists  were  promptly  compiled  in  tripli- 
cate, and  the  originals  were  sent  in  to  the  Commission,  where  they 
since  have  been  used  continuously  as  the  comprehensive  index  or 
finding  list  for  all  positions. 

Liater  the  Commission  secured  from  the  heads  of  the  departments 
written  certifications  that  the  position  lists  supplied  to  the  Commis- 
sion had  been  complete  as  of  April  30.  These  letters  are  on  file  in 
the  Commission's  records. 
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From  these  position  lists  the  Commission  compiled  a  statistical 
table  showing  the  numbers  of  positions  in  the  various  departments. 
It  showed  a  grand  total  of  108,726  positions  in  the  Washington  serv- 
ice. This  number  was  later  increased  to  107,000  by  addition  of  the 
names  of  employees  at  the  Soldiers'  H<»ie  and  of  the  yeomen  (F) 
transferred  to  civilian  status.  It  has  since  been  reduced  to  99,855  on 
account  of  the  abolishing  of  positions  in  the  contraction  of  depart^ 
ments  which  were  expanded  during  the  war.  It  is  to  be  remembeind 
that  these  £gures  apply  only  to  the  Washington  sBrvice  under  the 
jurisdiction  of  tiie  Ck»nmission;  that  is,  the  municipal  government, 
the  executive  departments,  and  indepefndent  establishments,  exclufidve 
of  the  navy  yard  and  the  Postal  Service. 

Preparing  the  Classification  Questionnaire 

A  classification  questionnaire,  on  whidi  to  iBecure  the  basic  infor- 
mation for  the  analysis  of  eadi  position,  was  carefully  drafted.  In 
determining  the  technique  for  securing  the  information  called  for 
on  the  questionnaire  there  was  unanimity  of  opinion  that  each  em- 
ployee was  to  be  given  an  opportunity  to  describe  his  position  in  his 
own  words;  that  this  description  was  to  be  reviewed  in  a  separate 
statement  by  the  immediate  superior,  and  that  the  bureau  chief  or 
department  head  was  finally  to  examine  and  certify  to  the  question- 
naire before  it  became  a  part  of  the  Commission's  records  and  tiie 
basis  of  the  classification  of  the  positions  concerned.  Ckmsideration 
was  given  to  the  alternative  plan  of  having  supervisory  officials  only 
give  descriptions  of  the  positions  coming  under  their  jurisdiction,  as 
well  as  to  other  plans  which  have  be^i  used  for  similar  projects  under 
similar  circumstances,  with  varying  degrees  of  success.  However, 
it  was  deemed  essential,  inorder  to  prevent  any  possible  inaccuracies 
or  injustices  and  to  inspire  confidence  in  the  dassification,  that  the 
employee  should  have  an  opportunity  to  describe  his  position  inde- 
pendently, and  the  immediate  superior  to  add  his  description  later. 
A  novel  feature,  which  was  suggested  by  chief  clerks  in  a  conference 
with  the  Commission,  and  which  it  is  believed  was  introduced  here 
for  the  first  time,  was  that  of  having  the  questionnaire  returned  to 
the  employee  after  the  immediate  superior  had  entered  his  descrip- 
tion of  the  position  upon  it  and  to  have  it  transmitted  by  the  em- 
ployee, through  specially  provided  collecting  agencies,  back  to  the 
Commission. 

The  questionnaire  contained  29  questions,  a  part  of  them  to  be 
answered  by  the  employee  and  a  part  to  be  answered  in  parallel  by 
his  immediate  superior.  The  main  questions  call  for  statements  by 
both  the  employee  and  the  immediate  superior  of  the  duties  of  the 
position  and  the  percentage  of  time  given  on  each  type  of  work 
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included  in  the  duties.  This  question  as  put  to  the  emi^oyee  wss, 
**What  work  do  you  actually  perfonn  in  your  position?'*  and  to 
die  inunediate  superior  was,  ^  What  is  the  work  actually  performed 
by  the  employee  to  whom  this  questionnaire  was  addressed  ? "  These 
questions  were  among  those  on  the  face  of  the  form.  The  obverse 
side  of  tiie  questionnaire  card  was  given  over  almost  exclusively  to 
spaces  for  the  replies  to  these  questions. 

The  questions  which  were  to  be  answered  by  the  employee  on  the 
face  of  the  card  called  for  information  regarding  the  designation  and 
location  of  his  position,  the  name  and  designation  of  his  immediate 
superior,  full  information  regarding  his  compensation,  including 
bonus  and  forms  of  remuneration  other  than  salary,  his  hours  of 
work,  his  supervisory  responsibility,  and  personal  data  regarding  his 
age,  length  of  service,  and  salaiy  advances.  The  series  of  questions 
on  supervisory  responsibility  was  especially  important.  In  this 
each  employee  was  asked  if  he  was  responsible  for  the  direction  or 
the  supervision  of  the  work  of  others;  and  if  so,  how  many,  their 
aggregate  annual  salaries,  and  the  list  of  the  titles  or  occupations 
of  the  employees  under  his  supervision. 

A  highly  important  question  on  the  qualifications  required  for  the 
position  was  among  those  for  the  immediate  superior  to  answer.. 
This  was :  ^^  What  qualifications  do  you  think  applicants  who  seek 
appointment  to  this  position  should  possess?  {a)  As  to  education? 
{b)  As  to  length  and  kind  of  practical  experience?  {c)  As  to  per- 
sonal characteristics? " 

Odier  questions  to  be  answered  by  the  immediate  superior  included 
a  direct  question  as  to  whether  or  not  he  agreed  with  the  statements 
of  the  employee  regarding  the  duties  of  the  position;  and  in  case 
he  disagreed,  in  what  respects.  On  the  bottom  of  the  reverse  side 
of  the  questionnaire  was  a  question  to  be  answered  by  the  employee 
after  the  immediate  superior  had  answered  the  questions  directed 
to  him.  This  called  for  a  "  yes  "  or  "  no  *'  answer  as  to  whether  the 
employee  thought  there  was  any  difference  of  fact  between  his  state- 
ment of  duties  and  that  of  his  immediate  superior.  In  the  case  of 
an  affirmative  answer  the  employee  was  required  to  state  briefly 
what  the  essential  points  of  difference  were.  The  Commission  sought 
by  this  means  to  bring  out  immediately  all  cases  where  the  employee 
and  the  immediate  superior  were  at  variance  in  their  understanding 
of  the  duties  and  responsibilities  of  the  position  in  question.  It 
was  found  that  this  method  saved  much  time  in  investigation  and  in 
comparison  of  the  two  answers  to  determine  discrepancies. 

Every  questionnaire  was  signed  by  the  employee,  his  immediate 
superior,  and  the  bureau  or  division  chief,  and  became  one  of  the 
permanent  records  of  the  Commission. 


158  RECLASSIFIGATI017  C0MMISSI019^  BEPOBT — ^PABT  X. 

Distributing  and  CoUecting  the  Questionnaires 

The  questionnaires  were  printed  by  the  Government  Printing  Office 
and  delivered,  at  the  request  of  the  Commission,  directly  to  the  chief 
clerks  of  the  departments,  who  had  each  questionnaire  labeled  with 
the  name,  organization  unit,  pay-roll  title,  basic  salary,  and  position- 
list  number  of  the  employee  who  was  to  fill  it  out.  Spaces  for  this 
labeling  had  been  provided  at  the  upper  left-hand  comer  of  the 
face  of  the  questionnaire.  It  was  done  in  typewriting  from  the 
position  lists  previously  compiled  and  in  accordance  with  mimeo- 
graphed directions.  Thus  provision  was  made  for  avoiding  indis- 
criminate distribution  of  questionnaires  by  giving  to  each  employee 
a  questionnaire  addressed  to  himself.  Shortly  before  this  the  Chief 
Clerks'  Association  had  held  a  meeting,  at  which  members  of  the 
Commission  and  the  headquarters  staff  had  discussed  the  problem 
of  labeling  the  questionnaires  and  other  problems  in  the  work  of 
classification. 

Meanwhile  departmental  central  committees  and  subcommittees 
had  been  organized  by  the  Commission  for  the  distribution  of  the 
questionnaires  and  other  work  of  assistance  to  the  Commission. 
Each  central  committee  consisted  of  one  member  of  the  Commis- 
sion as  chairman,  one  member  designated  by  the  head  of  the  depart- 
ment, and  one  member  designated  by  the  employees.  In  the  same 
way,  each  subcommittee  contained  one  member  representing  the 
administration  of  the  department  and  one  member  representing  the 
employees.  Great  interest  was  manifested  in  the  establishment  of 
these  committees.  In  some  places  elections  were  held  for  the  desig- 
nations of  the  employee  members.  In  the  Department  of  the  In- 
terior, for  instance,  some  5,500  employees  held  such  an  election. 
This  activity  greatly  stimulated  interest  in  the  essentials  of  the 
classification  of  positions.  It  aided  the  Commission  in  getting  all 
concerned  to  concentrate  their  attention  in  the  first  instance  on  the 
classification  of  positions  on  the  basis  of  duties  and  of  qualifications 
required  for  the  performance  of  the  duties. 

At  this  time  much  educational  work  was  done  in  regard  to  the 
questionnaire,  first  for  the  benefit  of  the  departmental  central  com- 
mittees and  subcommittees  so  that  they  could  pass  the  information 
on  to  the  employees.  To  this  end  sample  copies  of  the  questionnaire 
were  printed  and  distributed  among  the  members  of  the  depart- 
mental central  committees  and  subcommittees.  A  mass  meeting  of 
members  of  the  departmental  central  committees  and  subcommittees 
was  held  in  the  auditorimn  of  the  Western  High  School  on  the  eve- 
ning of  May  9.  The  questionnaire  was  gone  over  question  by  ques- 
tion and  doubtful  points  were  answered  by  members  of  the  Commis- 
sion and  the  headquarters  staff.    Stress  was  laid  on  the  paramount 
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impoi-tance  of  accuracy  in  the  ^^  statement  of  duties  and  of  work 
performed,"  and  each  one  present  was  requested  to  pass  along  for 
dissemination  among  the  officials  and  employees  of  his  acquaintance 
points  about  the  facts  sought  through  the  various  questions  on  the 
card  so  that  the  answers  given  would  lay  a  sure  foundation  for  the 
work  of  the  Commission. 

A  form  letter  on  "  How  to  fill  out  the  questionnaire  "  was  printed — 
one  copy  for  each  employee.  In  addition  to  this  there  was  printed 
and  distributed  among  chief  clerks  and  departmental  central  com- 
mittee members  and  subcommittee  members  a  "  Ready  reference  cir- 
cular "  on  the  questionnaire.  This  contained  specific  instructions  on 
points  about  the  various  questions  on  the  card.  On  May  16,  a  pay 
day,  through  the  departmental  central  committees  and  subcommittees 
each  employee  was  given  his  own  questionnaire,  and  his  name  was 
checked  off  on  the  triplicate  of  one  of  the  position  lists  which  had 
been  supplied  to  the  departmental  central  committees  by  the  chief 
clerks. 

A  schedule  for.  all  this  work  had  been  issued  and  was  carried  out 
in  businesslike  fashion  with  wonderful  spirit  by  all  concerned. 
Friday,  May  23,  the  day  on  which  the  cards  were  collected  from  the 
employees  was  called  "Questionnaire  Day."  It  was  felt  that  it 
marked  an  epoch  in  the  history  of  Grovemment  employment  manage- 
ment. 

By  the  following  Monday  there  had  been  delivered  to  the  offices  of 
the  Commission  nearly  all  the  104:,000  questionnaires,  duly  filled  out, 
and  the  Commission  had  in  hand  the  basic  material  with  which  to 
proceed  with  its  investigation. 

Detailed  Stenographic  and  Clerical  Force 

In  this  work  the  Commission  and  the  headquarters  staff  were 
assisted  industriously  by  the  first  members  of  the  stenographic  and 
clerical  forces  secured  through  detail  from  the  various  departments. 

To  handle  the  position  lists  and  the  more  than  100,000  question- 
naire cards  a  force  of  14  posting  and  file  clerks  was  secured  through 
details  from  the  various  departments.  This  force  has  been  main- 
tained up  to  the  present  and  its  services  should  be  utilized  to  keep 
current  the  Commission's  records  until  such  time  as  Congress  has 
acted  on  the  recommendations  in  this  report. 

Keeping  Current  Records  of  All  Changes  in  Personnel  and  Posi- 
tions 

The  position  lists  previously  described  formed  a  complete  and 
official  list  of  all  Federal  and  municipal  positions  in  the  District  of 
Columbia  coming  within  the  scope  of  the  classification  which  were 
in  existence  on  April  30,  1919.    However,  the  continual  readjust- 
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ments  occurring  in  the  service  from  day  to  day  resulted  in  the  cre- 
ation of  new  positions  and  the  abolition  of  e2usting  positions.  The 
earlier  deliberations  of  the  Commission  had  made  it  clear  that  ts»v- 
eral  previous  classification  projects  had  been  rendered  less  valuable 
than  they  otherwise  would  have  been  because  no  means  were  adopted 
to  maintain,  while  the  classification  work  was  under  way,  records  of 
changes  in  incumbency  and  changes  in  organization  which  so  altered 
positions  as  to  affect  their  classification. 

The  Commission  therefore  determined  that  its  records  should 
show  all  changes  in  incumbency,  in  salaries,  and  in  departmental 
location  of  all  the  positions  to  be  classified,  together  with  records  of 
such  changes  in  duties  of  individual  positions  as  would  substantially 
affect  their  classification.  At  the  same  time  it  was  determined  to 
add  to  the  records  of  the  Commission  any  new  positions  created  dur- 
ing the  course  of  the  work.  Without  these  records  the  expense  in 
determining  the  place  of  each  individual  position  in  the  classifica- 
tion as  finally  adopted  by  the  Congress,  and  the  expense  involved 
in  determining  the  compensation  which  should  be  granted  to  the 
incumbent  under  the  new  salary  rates,  would  equal  if  not  exceed  the 
cost  of  the  classification  work  itself. 

The  technique  set  up  for  obtaining  reports  of  these  changes  and 
entering  them  upon  the  records  was  as  follows : 

The  position  lists  were  headed  with  the  abbreviated  name  of  the 
department,  bureau,  division,  or  office,  subdivision,  or  section,  and 
with  a  symbol  designating  the  organization  unit.  Organization  units 
were  established  by  the  Commission's  staff  more  or  less  arbitrarily, 
but  where  possible  in  such  a  manner  as  to  recognize  actual  working 
units.  The  positions  on  each  list  were  numbered  serially,  a  new 
series  being  started  for  each  organization  unit.  This  serial  number 
of  each  position  appeared  on  the  'questionnaire  for  that  position.  In 
this  manner  a  particular  questionnaire  card  was  established  for  each 
employee,  and  therefore  for  each  position  which  was  in  existence 
April  30,  1919.  After  the  questionnaires  had  been  executed  and 
returned  to  the  Commission  they  were  checked  with  the  original  posi- 
tion lists,  which  then  became  a  master  list  of  existing  positions. 

The  position  lists,  comprising  the  master  list,  were  thereafter 
corrected  to  show  all  changes  reported  to  the  Commission  as  de- 
scribed below. 

When  questionnaires  were  later  arranged  in  organization  order, 
a  check  list  of  the  serial  numbers  of  the  questionnaires  was  made 
showing  these  numbers  in  the  new  order.  For  a  considerable  time 
after  the  questionnaires  had  been  returned  to  the  Commission,  cor- 
rections were  made  on  the  questionnaires  themselves  to  correspond 
with  the  corrections  made  on  position  lists  and  to  show  changes  in 
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incumbency  of  positions  and  changes  in  salary.  Where  positions 
were  abolished,  the  questionnaires  were  moved  from  the  working  file 
into  a  dead  file. 

To  collect  the  supporting  information  necessary  currently  to  cor- 
rect the  master  lists,  it  was  arranged  to  obtain  from  each  depart- 
ment semimonthly  reports  of  three  kinds,  namely,  ^^  report  of  addi- 
tions," ^^  report  of  separations,"  '^  report  of  change  in  duties,  pay, 
or  pwiy-roll  title." 

The  *^  report  of  additions  "  consisted  of  a  list  containing  the  names 
of  all  employees  added  to  the  pay  roll  during  the  period  in  question, 
with  an  entry  for  each  item  to  indicate  whether  or  not  that  employee 
was  taking  the  place  of  a  former  employee  and  whether  or  not  he 
would  perform  the  same  duties  as  his  predecessor.  In  all  cases 
where  the  entries  showed  that  the  new  appointee  was  not  replac- 
ing a  former  employee,  and  in  all  cases  where  a  new  appointee  re- 
placed a  former  employee,  but  was  to  perform  additional  or  dif- 
ferent duties  from  those  of  his  predecessor,  it  was  required  that  the 
report  be  accompanied  by  a  special  questionnaire  coyering  the  new 
or  changed  position  in  which  the  new  appointment  occurred.  This 
questionnaire  was  the  same  size  as  the  original  questionnaire  and 
called  for  substantially  the  same  information,  but  was  of  a  differ- 
ent color. 

When  the  establishment  of  new  positions  was  reported,  entry  was 
made  on  the  position  Ust  for  the  organization  unit  concerned,  and 
both  this  item  and  the  new  questionnaire  were  given  a  serial  posi- 
tion reference  number  to  key  them  together.  Likewise  the  names 
of  new  appointees  to  positions  which  were  not  changed  were  entered 
in  the  position  lists  in  the  places  of  their  predecessors.  In  a  column 
which  was  provided  for  the  purpose  an  entry  was  made  of  the  date 
of  the  change.  From  these  entries  the  Conmiission  set  up  a  means 
of  determining  turnover  figures  for  Government  service  more  com- 
plete and  accurate  than  had  before  been  available. 

The  ^  report  of  separations "  consisted  of  a  list  containing  the 
name  of  every  employee  dropped  from  the  pay  roll  during  the 
period,  together  with  the  number  of  the  <»:ganization  unit,  the  pay* 
loU  title,  and  the  date  the  separation  was  effective.  At  the  same 
time  an  entry  was  made  to  explain  the  reason  for  the  separation, 
such  as  "deceased,"  "dismissed,"  "laid  off,"  "transferred,"  or 
**  leave  of  absence  without  pay."  The  report  also  showed  whether 
or  not  it  was  intended  to  fill  the  position  again.  In  the  case  of  all 
separations,  the  employee's  name  was  stricken  from  the  question- 
naire which  he  had  filled  out.  In  case  the  report  stated  that  the 
position  was  not  to  be  filled  again,  the  questionnaire  was  removed 
from  the  working  file  and  placed  in  the  dead  file.  In  case  the  report 
164919— 20— PT 1— — XI 
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showed  that  the  position  was  again  to  be  filled,  the  questionnaire, 
with  the  name  of  the  previous  incumbent  stricken  out,  remained  in 
the  working  files  to  secure  its  inclusion  in  the  classification.  Cor- 
rection of  the  position  lists  from  the  report  of  separations  was 
made  in  substantially  the  same  way  as  the  correction  of  the  ques- 
tionnaire, with  the  date  effective  added  on  this  record. 

The  "  report  of  change  in  duties,  pay,  or  pay-roll  title  "  consisted 
of  a  list  of  the  names  of  all  employees  whose,  duties,  rates  of  pay,  or 
pay-roll  titles  were  changed  during  the  period.  Where  a  change  in 
duties  was  reported,  it  was  required  that  a  questionnaire,  the  same 
in  form  as  that  used  for  a  new  position,  should  be  submitted  with 
the  report.  Corrections  covering  changes  in  pay  or  pay-roll  title 
were  made  on  the  position  list  and  on  the  questionnaire.  Later  in 
the  work  when  the  questionnaire  was  not  available  for  correction 
the  changes  were  made  only  on  the  position  list. 

A  considerable  amount  of  detail  was  necessary  in  setting  up  the 
procedure  for  filling  out  and  submitting  these  periodic  reports  of 
changes  in  personnel  and  positions.  For  this  purpose  numerous  con- 
ferences were  held  by  members  of  the  Commission's  staff  with  chief 
clerks,  supervisory  officials,  and  appointment  clerks  of  the  various 
departments,  bureaus,  and  independent  establishments.  Early  in 
June  the  procedure  had  been  agreed  upon  and  full  instructions  went 
to  every  appointment  clerk  and  chief  clerk  in  the  District  of  Colum- 
bia. It  is  gratifying  to  record  here  the  hearty  cooperation  shown 
by  the  chief  clerks  and  the  appointment  clerks  in  supplying  reports, 
and  the  great  interest  which  was  shown  by  them  in  giving  correct 
and  adequate  information. 

The  experience  of  the  past  eight  months  or  more  has  shown  that 
the  information  required  to  maintain  these  current  records  can  be 
supplied  by  the  departments  without  a  prohibitive  effort  and  that 
the  central  records  covering  every  position  in  this  present  classifica- 
tion can  be  maintained  with  accuracy  by  a  force  whose  size  is  not 
out  of  proportion  to  the  results  obtained.  The  success  of  this  entire 
procedure  and  the  usefulness  of  the  records  which  result  from  it  are 
more  than  sufficient  to  warrant  the  continuance  of  these  records  as 
recommended  by  the  Commission  in  Chapter  III  of  this  report. 

Progress  Report  for  Appropriations  Committees 

Shortly  after  the  lOljOOO  questionnaires  had  been  received  and 
the  arrangements  for  keeping  the  records  current  during  the  investi- 
gation had  been  perfected  a  progress  report  on  the  work  of  the 
Commission  was  prepared.  This  was  used  in  a  hearing  by  the  Appro- 
priations Committee  of  the  House  of  Eepresentatives  on  June  18  and 
a  hearing  by  the  Senate  Committee  on  Appropriations  on  June  24. 
As  a  result  the  Congress  added  $50,000  to  the  original  fund  of 
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$25,000  which  had  been  appropriated  at  the  time  of  the  creation  of 
the  Commission  for  its  expenses. 

This  appropriation  was  not  sufficient  to  enable  the  Commission  to 
retain  a  large  enough  staff  of  experienced  classification  experts  to 
carry  out  all  of  the  details  of  the  work.  One  reason  why  a  larger 
appropriation  had  not  been  sought  was  the  provision  in  the  act  for 
the  detail  of  officers  and  employees  from  the  departments  to  the 
work  of  the  CommissioiL    This  read  as  follows : 

"  The  heads  of  the  various  governmental  services  and  the  Commis- 
sioners of  the  District  of  Columbia  shall  furnish  office  space  and 
equipment,  detail  officers  and  employees,  furnish  data  and  informa- 
tion, and  make  investigations  whenever  requested  by  the  Commis- 
sion in  connection  with  the  purposes  of  tliis  section." 

Already,  through  the  detail  process,  the  Commission  had  secured 
a  competent  clerical  force  and  also  a  few  men  and  women  from  the 
departments  who  gave  promise  of  becoming  capable  classifiers  of 
positions.  At  the  House  hearing,  as  the  published  proceedings 
show,  an  estimate  was  given  that  for  the  hard,  grinding  work  of 
studying  questionnaire  cards  and  gathering  supplementary  infor- 
mation by  investigation  in  the  departments  a  force  of  40  classifier^ 
and  10  investigators,  working  imder  the  leadership  of  a  staff  of  from 
5  to  10  experienced  classification  specialists,  was  needed  in  order  to 
carry  out  the  schedule  of  completing  the  classification  proper  by 
October  15  and  the  hearings  and  other  work  of  the  Commission  by 
December  31.  The  summer  season  had  arrived  and  the  time  avail- 
able for  the  work  of  the  Commission  was  short.  It  was  necessary, 
therefore,  to  try  to  make  up  in  numbers  what  was  lacking  in  time 
and  ex{)erience. 

At  the  hearing  of  the  House  Appropriations  Committee,  Mr. 
Keating,  speaking  for  the  Commission,  expressed  the  opinion  that 
on  the  basis  of  the  work  done  by  the  headquarters  staff  up  to  that 
time  it  probably  would  not  need  to  be  enlarged  in  order  to  super- 
vise the  work  of  the  classification  staff,  if  the  detail  of  employees 
of  the  necessary  ability  and  willingness  to  learn  and  to  apply  the 
principles  of  classification  could  be  secured  from  the  departments. 

Recruiting  the  Detailed  Classification  Staff 

The  Commission  assigned  to  the  headquarters  staff  the  task  of 
discovering  and  selecting  purely  on  the  basis  of  their  training  and 
experience  employees  possessing  qualifications  for  service  on  the 
clarification  staff,  and  as  desirable  recruits  were  found  the  mem- 
bers of  the  Commission  arranged  for  their  detail.  The  recruiting 
of  this  detailed  staff  occupied  a  considerable  part  of  the  time  from 
about  the  middle  part  of  May  until  early  July.  The  majority  of 
the  detailed  classifiers  had  been  chosen  and  were  at  work  for  the 
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Commission  before  July  7,  although  additions  to  the  staff  were 
made  from  time  to  time  after  that  date.  Throughout  the  entire 
investigation  the  members  of  the  Commission  gave  close  personal 
attention  to  supervision  of  the  work  and  passed  on  all  the  vital 
questions  arising  from  day  to  day. 

As  much  care  as  possible  in  the  time  at  command  was  exercised 
in  the  search  for  the  best  available  personnel  for  the  classification 
staff.  First,  an  effort  was  made  to  find  m6n  in  the  Government 
service  who  had  been  through  any  of  the  municipal  and  State  clas- 
sifications of  the  last  10  years,  but  this  proved  unsuccessful.  It  was 
necessary,  therefore,  to  find  available  employees  who,  while  with- 
out experience  in  the  principles  and  technique  of  classifying  posi- 
tions, were  experienced  in  other  fields  of  classification  or  in  some 
phase  of  personnel  work.  Lines  were  thrown  out  by  personal 
inquiry,  and  by  a  letter  from  the  Commission  to  the  departments. 

This  letter  outlined  the  need  for  three  types  of  members  of  the 
classification  staff,  designated  as  "  preliminary  classifiers,"  "investi- 
gators," and  "  prospective  expert  classifiers."  Under  each  of  these 
headings  was  given  a  statement  of  the  duties  involved  in  the  work 
end  an  outline  of  the  qualifications  in  the  way  of  experience,  educa- 
tion, and  training  that  were  needed  for  the  satisfactory  performance 
of  these  duties  on  the  classification  staff. 

Those  described  as  preliminary  classifiers  and  investigators  were 
expected  to  be  qualified  for  classification  work  under  the  direction 
of  the  "prospective  expert  classifiers"  and  of  the  headquarters 
staff,  and  to  be  cap^^ble  of  analyzing  the  information  on  the  ques- 
tionnaire cards  so  as  to  sort  them  in  the  first  instance  to  services  and 
then  to  classes,  in  the  light  of  tentative  definitions  to  be  supplied 
and  of  gathering  additional  information  in  the  departments. 

For  the  prospective  expert  classifiers,  men  and  women  of  scientific 
training  or  experience  in  administrative  capacities  were  desired. 
As  to  this  type  special  emphasis  was  laid  on  the  word  "  prospec- 
tive." It  was  realized  that  since  those  of  this  type  would  have  to 
assist  the  headquarters  staff  in  writing  definitions  of  services  and 
of  classes  and  in  supervising  the  work  of  preliminary  classifiers  and 
investigators,  special  care  should  be  exercised  in  their  selection. 

All  prospective  members  of  the  classification  staff  were  examined 
very  carefully  before  details  were  arranged.  Many  prospective 
members  were  not  accepted.  The  departments  were  not  asked  in 
these  letters  directly  to  detail  in  the  first  instance,  but  merely  to 
indicate  members  of  their  forces  who,  in  their  judgment,  would 
meet  the  requirements.  On  the  other  hand,  the  headquarters 
staff,  on  visits  to  the  departments  and  at  meetings,  learned  inde- 
pendently of  some  desirable  prospects  for  the  staff,  and  applied  to 
the  departments  to  have  them  call  at  the  offices  of  the  Commission 
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for  consultation.  Each  prospective  member  of  the  staff  was  asked 
to  fill  out  a  written  statement  of  duties  of  his  position  in  the  Gov- 
ernment service,  of  the  positions  previously  held  in  the  service  and 
elsewhere,  and  facts  about  his  experience  and  training.  Inquiry 
was  made  in  the  departments  as  to  the  dependability  of  each  one 
under  consideration.  Each  one  was  interviewed  by  the  director  and 
the  assistant  directors  for  the  Commission.  In  these  interviews  the 
prospective  members  of  the  staff  were  asked  questions  designed  to 
bring  out  pertinent  information  supplementing  their  written  state- 
ments and  to  afford  a  basis  for  the  appraisal  of  personality,  in  much 
the  same  manner  that  oral  examinations  are  given  by  civil  service 
commissions  and  by  business  men.  They  were  questioned  especially 
as  to  their  capacity  f or^cooperation,  and  each  was  assured  that  he 
would  have  full  opportunity  to  contribute  ideas  out  of  his  experi- 
ence to  the  work  of  classification  and  to  be  heard  at  all  times,  but 
that,  if  having  been  heard,  his  ideas  were  not  accepted,  it  would  be 
necessary  for  him  to  work  along  harmoniously  in  applying  the  prin- 
ciples and  policies  adopted  by  the  Conmiission  for  the  classification. 

Every  member  of  the  classification  staff  whose  detail  was  ar- 
ranged expressed  his  willingness  to  be  detailed.  In  many  cases,  this 
was  at  a  sacrifice  of  opportunities  for  promotion  to  higher  work 
and  for  advancement  in  pay. 

It  was  not  always  easy  to  arrange  for  the  detail  of  the  desirable 
prospective  members  of  the  classification  staff,  but  department  heads 
and  other  supervisory  officials  showed  a. fine  public  spirit  in  letting 
go  temporarily  from  their  regular  work  valuable  men  and  women 
for  the  classification  staff.  Every  detailed  worker  who  was  accepted 
on  the  classification  staff  at  the  outset  of  his  work  was  explicitly 
advised  that  he  had  accepted  the  detail  with  the  express  under- 
standing that  during  the  work  of  the  classification  he  was  not  to  be  a 
representative  of*  his  department  or  a  representative  of  the  em- 
ployees in  that  46partment,  but  that  he  was  to  be  a  representative 
of  the  Conunission.  This  attitude  was  cheerfully  taken  and  con- 
stantly maintained  by  the  detailed  classifiers. 

In  recruiting  the  classification  staff  attention  was  given  to  keep- 
ing it  well  balanced.  It  included  members  from  the  scientific  and 
technical  service,  from  the  clerical  service,  and  from  the  skilled 
trades.  It  included  men  from  important  supervisory  positions  both 
in  the  research  field  and  the  clerical  field.  It  contained  a  good 
percentage  of  women. 


and  Development  of  the  Detailed  Classification  Staff 

The  members  of  the  detailed  classification  staff  brought  to  the 
task,  besides  intimate  knowledge  of  the  various  departments  and 
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lines  of  service  under  the  Grovemment,  great  enthusiasm  for  the 
general  cause  of  classification.  Their  training  and  development  as 
a  staff  was  carried  out  on  the  proposition  that  it  was  the  function 
of  the  headquarters  staff,  from  its  experience  elsewhere  in  classifi- 
cation work,  to  instruct  them  in  the  principles  and  the  methods  of 
procedure  of  classification  of  positions  and  to  lead  them  in  their 
work  in  such  manner  that  they  would  have  every  opportunity  to 
make  the  largest  contribution  in  their  power  to  the  work  of  the 
Commission.  One  of.  the  great  efforts  was  to  have  all  working  as 
of  one  mind,  to  apply  the  principles  of  the  classification  consistently. 

Many  staff  meetings  were  held.  In  the  early  stages  of  the  work 
these  meetings,  which  were  often  addressed  by  the  members  of  the 
Commission,  were  of  daily  occurrence,  aiyi  later  they  were  held 
regularly  once  a  week.  At  these  meetings  the  headquarters  staff 
-explained  points  involved  in  the  work  in  hand  and  decisions  of  the 
Commission  on  points  of  general  policy,  while  a  regular  order  of 
business  was  questions  and  suggestions  from  the  detailed  staff.  There 
was  full  and  free  discussion.  Outside  of  meetings  there  were  con- 
stant consultations  between  members  of  the  detailed  staff  and  the 
headquarters  staff.  A  fine  esprit  de  corps  was  developed.  Neces- 
sarily, time  was  lost  in  the  process  of  training  this  staff  of  new 
classifiers  of  positions  throughout  the  work,  but  it  was  compensated 
for  in  a  large  measure  by  the  knowledge  of  the  departments  and  the 
services  ^  that  the  detailed  workers  possessed.  This  reduced  the 
amount  of  time  that  would  have  been  required  for  certain  phases  of 
the  investigational  work  in  the  departments.  Moreover,  the  intensive 
study  of  classification  made  by  the  members  of  the  detailed  staff  will  . 
prove  a  valuable  asset  to  the  Government  service  as  they  return  to 
their  departments. 

To  get  a  mental  image  of  each  position,  divorced  from  any 
thought  of  the  person  filling  the  position,  is  a  necessary  step  in  the 
classification  of  positions  on  the  basis  of  duties  and  qualifications 
required.  The  classifiers  detailed  from  the  various  departments  were 
somewhat  handicapped  in  this,  as  it  was  naturally  difficult  for  them 
to  refrain  from  thinking  of  the  personal  qualifications  of  employees 
of  their  acquaintance  when  considering  questionnaires  covering  the 
positions  of  the  latter.  But  the  detailed  classifiers  consistently 
endeavored  to  make  a  classification  free  from  bias  on  this  account, 
and  they  had  the  constant  guidance  and  assistance  of  experienced 
classification  experts  from  outside  the  service  and  outside  of  Wash- 
ington. Moreover  it  was  especially  arranged  tliat  these  detailed 
classifiers  should  not  classify  their  own  positions,  but  that  this  should 
be  done  b}'  the  headquarters  staff,  and  approved  by  the  Commission. 
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OveEJanping  of  Processes 

The  processes  followed  in  the  work  of  classification  proper  were : 

1.  Charting  the  departmental  units  of  organization. 

2.  Defining  the  services. 

3.  Sorting  questionnaires  representing  positions  to  serv- 

ices. 

4.  Writing  tentative  specifications  of  classes. 

5.  Sorting  questionnaires  to  tentative  classes. 

6.  Revising  the  tentative  specifications. 

7.  Studying    criticisms    of   specifications    developed    at 

hearings. 
While  it  would  have  been  ideal  to  complete  each  process  in  the 
classification  work  before  taking  up  the  next,  that  was  impossible 
in  the  time  available.  So  the  work  of  writing  tentative  definitions  of 
services  went  on  parallel  to  the  making  and  perfecting  of  the  or- 
ganization charts,  and  the  work  of  sorting  questionnaires  to  serv- 
ices was  started  before  the  charts  were  all  complete. 

Charting  the  Organizations 

The  preparation  of  graphic  charts  of  all  of  the  organization  units 
in  the  Government  service  in  Washington  was  the  first  of  the  major 
tasks  of  the  classification  undertaken  and  completed  by  the  Commis- 
sion after  the  collection  of  the  position  lists  and  the  questionnaires 
and  the  organization  of  the  classification  staff.  Nearly  all  of  the  de- 
tailed classifiers  worked  on  this  charting.  All  told,  776  charts  of 
departments,  bureaus,  and  other  subdivisions  were  prepared,  covering 
every  department  and  independent  establishment  of  the  Federal  and 
District  Grovemments  in  the  District  of  Columbia.  These  charts 
showed  the  place  of  each  position  in  the  organization  in  relation  to 
other  positions,  and  the  functions  of  the  various  divisions.  The 
method  of  charting  adoptee^  in  this  survey  was  similar  to  that  now 
commonly  used  in  charting  industrial  organizations. 

In  charting  the  majority  of  the  Government  departments  and  their 
divisions  and  subdivisions  it  was  necessary  to  prepare  a  '^  key  ^  chart 
for  each  department  and  supporting  "  key  "  charts  for  each  bureau 
and  division  or  other  principal  subdivision.  These  charts  indicate 
the  names  and  general  functions  of  all  main  divisions  and  subdivi- 
sions. The  key  chart  is  a  rough  outline  of  the  general  plan  of  organi- 
zation. 

The  detail  chart  carries  the  organization  down  to  the  individual 
position  and  is  a  graphic  representation  of  each  position  in  the 
organization  and  of  the  supervisory  responsibilities  and  authority  it 
may  involve.  The  charts  as  prepared  represent  the  organizations 
actually  in  existence  in  the  Government  as  of  April  30,  1919.    The 
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act  creating  the  Commission  gave  it  no  authority  on  the  subject  of 
reorganization  of  departments.  The  Commission  deemed  it  its  duty 
to  chart  organizations  and  to  classify  positions  as  it  found  them. 

These  charts  were  compiled  from  the  data  in  reference  to  super- 
visory responsibility  on  the  questionnaire  cards  supplemented  by  in- 
formation gathered  from  departmental  reports  and  interviews  with 
department  administrative  officials. 

After  their  preparation  as  working  papers,  the  charts  were  sub- 
mitted to  the  supervisory  officials  in  charge  of  the  organizations  for 
discussion  and  approval.  These  discussions  proved  valuable  and 
cleared  up  many  important  misunderstandings  which  saved  much 
investigation  during  the  later  stages  of  the  work  and  prevented  grave 
errors  from  creeping  into  the  classification.  Nearly  all  of  the  776 
charts  were  approved  and  initialed  by  the  department  officials. 

An  incidental  effect  of  the  preparation  of  these  charts  was  a  con- 
centration on  their  organizations  by  responsible  department  officials. 
It  has  been  reported  to  the  Commission  that  in  a  number  of  instances 
as  a  result  of  these  studies,  administrative  officials  took  steps  to  tighten 
their  organizations. 

A  system  of  coding  was  devised  by  which  the  questionnaire  of  every 
employee  is  so  tied  to  the  chart  that  his  position  in  the  organization  of 
the  Government  can  be  readily  located  at  any  time.  These  code  num- 
bers aided  later  in  the  compilation  of  statistics. 

A  few  photostat  copies  of  these  organization  charts  taken  from  the 
original  penciled  working  papers  are  submitted  herewith  to  the  Con- 
gress for  reference  use  if  desired  by  appropriations  and  civil-service 
committees  and  for  possible  reproduction  for  more  general  use.  The 
Purchase,  Storage  and  Traffic  Division,  General  Staff,  War  Depart- 
ment, rendered  valuable  service  in  photostatting  these  charts  for  sub- 
mission to  the  Congress.  These  charts  form  the  first  graphic  pres- 
entation ever  made  of  all  of  the  positions  in  relation  to  their  organi- 
zations in  the  service  of  the  Federal  arid  municipal  governments  in 
Washington.  Illuminating  "Outlines  of  organization,"  in  printed 
tabular  form,  were  prepared  in  1907  for  the  entire  Federal  service 
and  submitted  to  the  Congress  by  President  Taft,  The  present 
charts  are  a  1919  picture  of  the  organizations  and  the  positions  in 
the  Washington  service,  which  the  Commission  found  so  helpful  that 
it  believes  they  will  be  of  value  to  the  Congress. 

The  experience  of  preparing  these  charts  aided  the  detailed  classi- 
fiers in  understanding  the  relationships  of  positions.  In  the  further 
work  of  the  classification  after  the  completion  of  the  charts  they  were 
constantly  referred  to,  especially  in  the  study  of  positions  involving 
supervisory  responsibility. 
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Services  Defined 

While  the  charting  was  going  on,  tentative  definitions  of  services 
had  been  written.  At  first  there  were  30  services  outlined,  but  on 
further  study  the  number  was  raised  to  61.  Later  there  were  some 
consolidations  which  brought  the  net  number  of  services  in  the  final 
report  of  the  Commission  to  44.  As  stated  elsewhere  in  this  report, 
a  service  may  be  defined  as  a  general  aggregation  of  classes  of  posi- 
tions, grouped  regardless  of  responsibility  or  rank,  on  the  basis  of 
outstanding  common  characteristics,  similarities  in  the  purpose  and 
the  nature  of  the  work  performed  in  the  positions,  in  the  knowledge  of 
subject  matter  or  of  method,  or  in  the  experience  and  skill  with 
methods  of  procedure,  processes,  machines,  instruments,  or  tools  re- 
quired for  its  performance.  The  services  were  defined  more  or  less 
arbitrarily,  the  purpose  being  to  set  up  a  scaffolding  across  depart- 
mental lines  that  would  aid  in  the  erection  of  the  classification. 


Statistics  on  the  Nolan  Bill 

During  the  week  of  August  20  the  entire  staff  turned  aside  from 
its  regular  work  to  assist  the  Commission  in  complying  with  a  re- 
quest from  the  Senate  Committee  on  Education  and  Labor  for  statis- 
tics on  employees  in  the  District  of  Columbia  who  would  be  affected 
by  the  provisions  of  the  Nolan  minimum  wage  bill  which  had  passed 
the  House  of  Representatives  and  was  pending  before  the  Senate 
Committee. 

The  statistics  from  the  questionnaires  showed  that  27,000  employees 
in  the  District  of  Columbia  were  receiving  less  than  $1,080  a  year, 
$90  a  month,  $3  a  day,  or  37^  cents  an  hour.  Tentative  occupational 
titles  were  used  in  this  compilation  and  the  task  incidentally  in- 
creased the  familiarity  of  the  Commission  and  its  staff  with  the  mate- 
rial with  which  they  had  to  deal  in  the  classification. 

Sorting  Questionnaires  to  Services 

After  this  compilation  of  material  for  the  Senate  Committee  on 
Education  and  Labor  had  been  completed,  a  big  drive  was  made 
on  the  sorting  of  questionnaires  to  services.  A  symbol  was  given  to 
each  service,  and  each. questionnaire  card  was  marked  with  the  sym- 
bol of  the  service  to  which  it  was  sorted.  There  was  also  an  or- 
ganization code  symbol  placed  on  each  card  and  on  the  charts.  In 
this  work  a  general-service  referee  committee  and  a  clerical-service 
referee  committee  were  organized  in  the  classification  forces.  These 
committees  gave  close  attention  to  border-line  cases. 

By  the  end  of  September  more  than  half  of  the  first  sort  of  the 
107,000  questionnaires  to  services  had  been   completed.    The  re- 


170  RECLASSIFICATIOK  GOACMISSION  BEPOET — ^PABT  I. 

mainder  of  the  first  sort  was  completed  by  the  end  of  October,  but  a 
constant  perfecting  of  the  sorting,  and  especially  the  placing  of  the 
questionnaires  representing  changed  or  added  positions,  was  carried 
on  up  to  the  conclusion  of  the  Commission's  work. 

Writing  Tentative  Specifications  for  Classes  Within  Services 

The  classification  staff  was  organized  into  service  committees  on 
the  basis  of  the  experience  of  the  various  detailed  classifiers.  A 
chairman  was  designated  for  each  service  committee,  and  in  some 
cases  vice  chairmen  were  named.  Also  there  were  group  chairmen 
for  some  of  the  groups  of  services. 

As  the  sorting  of  cards  to  services  proceeded,  the  members  of  the 
classification  staff  specializing  on  the  various  services  wrote  tentative 
specifications  and  titles  for  the  classes  within  their  services.  For 
this  purpose  they  drew  on  several  sources  of  information.  They 
scanned  the  questionnaire  cards  sorted  to  their  services  and  since 
most  of  them  had  come  from  the  respective  services  concerned,  they 
drew  on  their  own  knowledge  of  the  positions  involved.  They  con- 
sulted informally  with  officials  and  employees  in  the  Government 
service  and  others  in  whom  the}'  had  confidence.  They  organized 
informal  advisory  committees  of  officials  and  emploj^ees  in  the  service 
in  Washington.  They  took  counsel  from  the  headquarters  staff  and 
the  members  of  the  classification  staff  on  the  respective  service  com- 
mittees. Suggestions  were  also  derived  from  study  of  titles  and  spe- 
cifications printed  in  the  reports  of  other  modern  classifications. 
From  all  these  sources  there  were  worked  up  tentative  specifications 
of  classes.  These  specifications  were  drawn  according  to  the  prin- 
ciples of  classification  which  have  been  thoroughly  discussed  in 
Chapter  III  of  this  report,  and  were  set  up  in  rough  drafts  in  the 
form  indicated  in  the  finished  product  found  in  Part  II  under  the 
heading  of  "The  Classification  of  Positions  and  the  Schedules  of 
Compensation  for  the  Respective  Classes."  An  editorial  committee 
was  organized  on  the  classification  staff  to  assist  in  securing  correct 
and  standard  terminology. 

The  work  on  these  tentative  class  specifications  was  done  in  the 
confidence  that  recommendations  for  a  sound  administrative  policy 
to  apply  and  keep  up  and  carry  on  the  classification  would  be  adopted 
by  the  Congress.  It  was  done  with  the  understanding  first,  that 
provision  would  be  made  for  the  administration  of  the  classification 
by  a  central  personnel  agency  charged  with  carrj'ing  out  a  com- 
prehensive and  uprto-date  personnel  policy ;  second,  that  a  system  of 
periodic  efficiency  advances  in  salary  from  minimum  to  maximum 
within  each  class  and  a  system  of  eligibility  for  merit  promotion 
from  class  to  class  across  departmental  lines  would  be  adopted ;  and 
third,  that  estimates  and  appropriations — ^both  lump-sum  appropria- 
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tions  and  itemized  appropriations — would  be  made  subject  to  the 
terms  of  the  classification,  its  titles,  its  specifications  and  to  its  rates 
of  compensation. 

While  these  tentative  specifications  of  classes  were  of  standard 
form,  each  including  the  four  features — title,  duties,  qualifications, 
and  suggested  lines  of  promotion — ^they  were  at  this  stage  only 
hypotheses.  They  were  the  outlines  of  pigeon  holes  to  be  used  in  the 
second  sorting,  namely  to  classes.  This  was  primarily  an  inductive 
classification,  as  distinguished  from  a  deductive.  That  is,  it  started 
with  the  positions  and  worked  through  services  to  classes  to  be  defined 
on  the  basis  of  what  was  learned  about  the  positions.  But  it  took 
something  from  the  deductive  method  using  these  tentative  or  hypo- 
thetical definitions  or  specifications  in  a  cut-and-try  process  of  finding 
the  truth. 

Sorting  Questionnaires  Representing  Positions  to  the  Tentative 


The  vital  work  of  sorting  questionnaires  to  classes  then  was  pushed 
forward  by  the  various  members  of  the  staff.  This  was  a  heavy 
grind,  involving  careful  reading  and  analysis  of  the  duties  statement 
on  each  questionnaire  card  and  study  of  the  answers  to  many  of  the 
other  questions. 

In  many  services  there  was  more  than  one  series  of  classes,  and  in 
some  cases  it  proved  desirable  not  to  endeavor  to  make  the  sort 
directly  to  classes,  but  to  make  it  to  the  series  as  a  whole.  Then  the 
cards  were  sorted  to  the  classes.  In  this  way  there  would  be  brought 
together  in  each  class  cards  representing  the  like  positions  in  all  the 
various  departments.  The  class  titles  were  not  entered  on  the  cards 
at  this  stage  because  the  main  purpose  of  this  first  sorting  to  classes 
was  to  get  the  material  together  for  checking  and  revising  the  tenta- 
tive specifications. 

Many  of  the  questionnaire  cards  contained  manifest  discrepancies 
and  ambiguities  or  were  incomplete.  To  make  up  the  lacking  infor- 
mation, classifiers  frequently  used  the  telephone  in  calling  up  officials 
and  employees  of  the  various  departments.  In  a  considerable  num- 
ber of  cases  investigation  of  specific  positions  and  groups  of  posi- 
tions on  the  ground  in  the  various  departments  was  carried  on. 
Ideally  it  would  have  been  desirable  to  carry  out  a  comprehensive 
investigation  in  the  department  as  to  every  position  about  which 
there  was  any  doubt  as  to  the  analysis  of  the  duties  involved  as  given 
on  the  questionnaire  card,  but  unfortunately  this  was  not  possible  in 
the  time  allotted  for  the  work  of  the  Commission.  However,  the 
data  on  the  original  questionnaires,  supplemented  by  such  special 
investigation  as  it  was  possible  to  carry  on,  makes  it  certain  that  the 
1,762  classes  and  groups  of  classes  which  have  been  set  up  for  the 
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44  services,  fully  cover  the  107,000  positions  under  the  jurisdiction  of 
the  Commission.  A  few  of  the  1,762  classes  are  made  up  of  posi- 
tions which  are  vacant.  However,  the  titles  and  specifications  o£ 
these  vacant  classes  have  been  permitted  to  stand  because  of  their 
importance  in  understanding  the  various  series  of  classes  in  the  serv- 
ices. Also  in  some  cases — for  example,  classes  of  positions  found 
largely  in  the  Department  of  Agriculture,  where  the  classes  of  posi- 
tions in  the  field  service  are  identical  with  or  closely  related  to 
positions  in  the  District  of  Columbia, — ^it  was  deemed  helpful  for 
future  reference  to  include  these  classes. 

By  October  18  over  1,000  tentative  specifications  had  been  turned 
over  to  the  research  staff  of  the  Commission  for  use  by  the  latter  in 
a  field  study  of  comparable  positions  in  the  outside  business  world. 

Specifications  Edited  and  Issued  in  Mimeographed  Form  as  a 
Basis  for  Hearings 

After  the  Commission  had  examined  a  large  number  of  the  ten- 
tative specifications  it  concluded  that  they  would  serve  as  a  basis 
for  public  hearings  by  spokesmen  of  committees  of  administrative 
officials  *and  employees.  The  tentative  specifications  were  edited 
for  this  purpose  by  the  headquarters  staff,  assisted  by  selected  mem- 
bers of  the  classification  staff,  and  copies,  were  issued  in  mimeo- 
graphed form  by  the  clerk  of  the  Commission  to  committees  of  em- 
ployees and  administrative  officials  representing  the  various  serv- 
ices. Attached  to  each  mimeographed  set  of  the  specifications  .of 
the  classes  for  each  service  was  a  list  of  the  titles  of  the  classes 
arranged  to  show  the  various  series  of  classes  within  the  service. 
At  the  same  time,  sets  of  these  specifications  were  sent  to  the  heads 
of  the  various  departments  and  independent  establishments.  Many 
of  the  committees  and  department  heads  had  extra  copies  of  the 
specifications  mimeographed  and  widely  distributed.  The  result 
was  that  officials  and  employees  generally  throughout  Washington 
were  diligently  discussing  the  duties  and  qualifications  involved  in 
the  respective  classes  of  positions  in  the  service.  This  is  the  only 
time  in  the  history  of  the  service  at  Washington  that  there  has  been 
any  such  concentration  of  attention  on  duties  and  qualifications  in- 
volved in  Government  work.  It  was,  incidentally,  bound  to  make  for 
increased  efficiency — ^both  organization  efficiency  and  individual 
efficiency. 

Thirty-six  Hearings  Held 

Thirty -six  public  hearings  on  the  specifications  for  the  44  services 
were  held  by  the  Commission.  The  first  of  these  hearings  was  that 
for  the  Library  Service  on  November  5,  and  the  last  were  those  of 
the  Administrative  and  Supervisory  Clerical  Service  and  the  Fiscal 
and  Accounting  Service  on  December  31,  1919. 
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At  these  hearings  there  were  submitted  not  only  suggested  salaries 
for  the  various  services  from  the  point  of  view  of  the  administrators 
and  of  the  employees,  but  also  suggestions  and  criticisms  in  regard 
to  the  tentative  titles  and  specifications.  These  suggestions  and 
criticisms  were  born  in  the  experience  of  the  administrators  and  em- 
ployees concerned.  They  were  submitted  in  two  forms — ^in  writing 
and  orally.  As  to  many  services  no  briefs  on  the  specifications  were 
put  in,  and  oral  statements  were  made  at  the  hearings  that  those 
heard  had  no  criticisms  or  suggestions  to  offer.  At  the  same  time 
there  were  received  written  communii  nations  from  department  heads 
containing  comments  which  they  and  their  assistants  made  on  speci- 
fications. 

Study  of  Criticisms  of  Spedflcations 

Earnest  consideration  was  given  to  all  criticisms  of  the  class  sp^ 
cifications  received  at  the  hearings  or  otherwise.  First  the  detailed 
members  of  the  classification  staff  for  each  service,  who,  together 
with  a  member  of  the  headquarters  staff  had  attended  the  hearing 
for  their  service,  studied  the  briefs  submitted.  Sometimes  this  re- 
quired a  further  examination  of  questionnaires,  and  in  some  in- 
stances additional  visits  to  the  departments. 

In  some  cases  additions  of  new  titles  and  specifications  and  in 
others  revisions  of  specifications  would  result.  The  detailed  classi- 
fiers for  each  service  made  a  written  report  to  the  headquarters 
staff.  The  headquarters  staff  then  went  over  these  reports  and 
reviewed  the  briefs  submitted  and  the  testimony  taken  at  the  hearings 
and  made  written  and  oral  recommendations  to  the  Commission. 
The  Commission  went  over  the  specifications  and  the  reports  sub- 
mitted and  consulted  the  detailed  classifiers  and  the  headquarters 
staff.  On  the  basis  of  the  final  decisions  of  the  Commission  concern- 
ing border-line  cases  and  other  moot  points,  the  headquarters  staff 
incorporated  in  the  specifications  the  net  results  of  study  of  the 
criticisms. 

Consideration  of  specifications  did  not  end  with  treatment  of 
criticisms  brought  out  at  hearings.  While  the  work  of  recommend- 
ing salary  schedules  for  the  classes  described  in  the  specifications 
was  going  on,  even  after  the  specifications  had  been  sent  to  the 
Public  Printer,  and  up  to  the  revisions  of  proofs  for  submission  of 
the  report  to  Congress,  classification  points  came  up  leading  to  im- 
provements in  specifications.  Sometimes  the  statistics  on  the  1919 
salaries  paid  to  positions  of  various  classes  of  a  series  led  to  a 
reexamination  of  the  tentative  classification  of  the  questionnaires 
and  the  specifications.  Sometimes  a  study  of  data  gathered  as  to 
comparable  positions  in  the  business  world  brought  up  new  points. 
The  Commission  and  its  staff  were  persistent  to  the  end  in  perfecting 
the  titles  and  specifications  of  the  classes. 
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An  Alloeation  for  Deyeloping  Classes  and  Statistics 

It  should  be  definitely  understood  that  the  allocation  of  the  107,000 
positions  and  of  the  employees  whose  names  appear  on  the  cards 
representing  those  positions  to  the  1,762  classes  described  in  the 
specifications  is  tentative.  It  is  not  a  final  allocation  of  the  positions 
of  individual  employees  for  pay-roll  purposes.  There  was  not  time 
available  to  make  the  additional  investigations  necessary  in  indi- 
vidual cases  to  perfect  the  allocation.  There  was  not  time  for  the 
Commission  to  issue  a  complete  list  of  the  employees  by  classes  for 
scrutiny  by  the  administrators  and  the  employees  as  to  each  position 
and  its  incumbent.  Much  less  was  there  time  to  hear  and  pass  on 
appeals.  This  became  clear  as  the  work  developed,  and  the  Com- 
mission decided  that  it  would  recommend  to  the  Congress  that  the 
work  of  final  allocation  of  positions  and  of  the  respective  employees 
to  the  classes  under  the  classification  be  given,  as  an  initial  task, 
to  the  permanent  central  classification  agency,  the  Civil  Service 
Commission,  as  explained  in  detail  in  Chapter  III  of  the  report. 

After  the  ruling  to  this  end,  the  class  titles  were  entered  tentatively 
on  the  cards,  it  being  understood  that  the  preliminary  allocation  of 
positions  to  classes  would  serve  three  very  important  purposes: 

1.  The  perfecting  of  titles  and  specifications  for  a  compre- 

hensive classification. 

2.  The  giving  of  the  running  start  on  final  allocation  to  the 

permanent  classification  agency. 

3.  The  compiling  of  statistics  on  salaries  now  paid  to  the  vari- 

ous classes  and  estimates  on  the  comparative  cost  to  the 
Government  under  the  schedules  of  compensation  to  be 
recommended  by  the  Commission. 

The  reason  the  tentative  allocation  is  helpful  for  statistical  pur- 
poses is  that  the  numbers  involved — over  100,000  positions — are  so 
large  that  in  arriving  at  averages  and  at  rates  paid  large  groups  of 
employees  within  a  class  one  error  offsets  another.  While  for  a  given 
employee  a  single  error — ^the  allocation  of  his  position  to  a  class  in 
which  it  does  not  belong — would  have  nothing  to  offset  it,  for  any 
class  containing  a  substantial  number  of  positions  such  errors  are 
negligible  for  statistical  purposes. 

Statistics  Compiled  from  Classification  Questionnaires 

In  the  original  planning  of  the  Commission's  program  it  was 
recognized  that  the  classification  questionnaire  could  be  made  the 
means  of  gathering  most  valuable  statistics.  The  card  was  there- 
fore designed  to  secure  information  not  only  as  to  the  duties  of  each 
position,  and  the  supervisory  responsibility  involved,  but  also  as  to 
compensation,  hours  of  work,  supervisory  responsibility,  age,  length 
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of  service,  and  initial  salary,  with  the  idea  that  these  data  could  be 
transferr^  to  a  punch  card  for  tabulation.  As  the  questionnaires 
were  taken  for  all  the  civilian  positions  in  the  Washington  service 
under  the  jurisdiction  of  the  Commission  they  are  comprehensive, 
and  after  the  appropriate  class  title  was  put  on  each  card  an  almost 
endless  number  of  valuable  tables  of  facts  could  be  compiled  about 
the  positions  and  the  employees  in  each  class.  Although  in  general 
the  data  resemble  those  collected  by  the  Census  Bureau  in  its  two 
published  reports  on  this  subject  they  are  unique  in  that  they  per- 
mitted a  real  classification  by  duties.  The  earlier  studies  have  had 
to  base  such  occupational  classifications  as  they  presented  on  pay-roll 
titles  or  common  titles;  and  all  who  are  familiar  with  the  Govern- 
ment service  know  that  these  do  not  permit  of  classification  by  actual 
duties. 

The  largest  statistical  undertaking  of  the  Commission  was  to 
determine  what  the  Government  paid  for  the  different  classes  of 
service  it  employs.  No  Government  agency  had  comprehensive  fig- 
ures on  the  subject.  Because  of  the  absence  of  any  salary  standardiz- 
ing agency,  different  departments  pay  different  rates  for  the  same 
work.  In  some  instances  young  girl  war  workers  who  have  recently 
come  to  Washington  are  paid  at  a  higher  rate  than  the  older  em- 
ployees. A  marked  difference  often  exists  between  the  rates  paid 
to  employees  on  lump-sum  rolls  and  those  on  statutory  rolls.  Indi- 
vidual instances  of  such  cases  had  been  cited  to  the  Commission.  It 
needed  statistics  to  show  to  what  extent  such  cases  were  typicaL  It 
also  needed  figures  regarding  the  service  as  it  was  on  April  30. 1919, 
to  enable  it  to  estimate  the  cost  of  the  salary  changes  recommended. 

When  the  classification  staff  was  being  recruited,  the  Commission 
had  secured  the  detail  of  Lewis  Meriam,  who  was  then  serving  as  ad- 
ministrative statistician  in  the  division  of  planning  and  statistics  of 
the  Shipping  Board.  As  he  had  had  14  years  of  experience  in  the 
(Tovermnent  service,  both  clerical  and  statistical,  he  was  assigned 
as  group  chairman  for  the  staff  committees  on  the  clerical  services 
and  committee  chairman  on  the  statistical  services.  When  the  classi- 
fication work  was  well  along,  he  accepted  an  added  assignment  as 
statistician  for  the  Commission.  Mr^  Meriam  had  had  previous  ex- 
perience in  dealing  with  statistics  regarding  Government  employees* 
In  1908  he  prepared  Census  Bulletin  94,  giving  the  data  for  em- 
ployees in  the  executive  civil  service  of  the  United  States  as  of 
July  1,  1907.  In  1915  he  assisted  the  commission  on  pensions  of  the 
city  of  New  York  in  its  thorough  statistical  and  actuarial  study  of 
the  New  York  ci\il  service.  He  is  the  author  of  "  Principles  Gov- 
erning the  Retirement  of  Public  Employees/'  published  by  the  Insti- 
tute for  Government  Research,  and  he  is  one  of  the  vice  presidents  of 
the  American  Statistical  Association.    Mr.  Meriam  had  special  assist- 
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ance  in  preparing  data  for  the  consideration  of  the  Commission  from 
.  Harry  K.  Herwitz,  a  statistician,  formerly  with  the  Chicago  Bureau 
of  Public  Efficiency  and  later  with  the  division  of  planning  and  sta- 
tistics of  the  Shipping  Board,  who  had  been  detailed  to  the  Commis- 
sion from  the  United  States  Tariff  Commission. 

The  Commission  rented  punching  machines  and  electrical  tabulat- 
ing machines  and  secured  through  detail  a  force  of  card-punching 
clerks  from  the  Navy  Department  and  the  Bureau  of  War  Risk  In- 
surance. The  statistical  force  was  under  the  immediate  supervision 
of  Mrs.  May  M.  Beed,  an  experienced  Grovemment  employee,  who 
had  been  associated  with  Mr.  Meriam  in  the  Census  Bureau,  the  Chil- 
dren's Bureau,  and  the  Shipping  Board.  Mrs.  Margaret  H.  Jones, 
who  also  had  been  associated  with  him  in  the  preparation  of  Bulletin 
94  and  in  statistical  work  for  the  Shipping  Board,  was  detailed  to 
the  Commission  from  the  Shipping  Board. 

When  the  tentative  classification  had  proceeded  to  the  point  for  a 
given  service  that  all  the  class  titles  had  been  placed  on  the  question- 
naires, the  questionnaires  were  then  turned  over  to  the  statistical 
division..  The  data  were  coded  and  punched  on  cards,  the  punch 
cards  were  run  through  the  mechanical  sorting  and  tabulating  ma- 
chines, and  tables  were  compiled  in  form  approved  by  the  Commis- 
sion. 

The  tables  on  present  salaries  of  the  employees  in  the  respective 
classes  according  to  the  tentative  classification  were  the  first  and 
most  important  produced.  One  series  showed  for  each  class  the 
average  salary;  another,  the  numbers  of  employees  in  the  various 
salary  groups  within  it.  These  tables  were  specially  helpful  to  the 
Commission  in  finding  facts  bearing  on  inequalities  of  pay  for  the 
same  character  of  work.  Since  they  showed  the  averages  and  the 
numbers  of  employees  in  the  various  salary  groups  by  departments, 
they  enabled  the  Commission  to  compare  rates  paid  by  the  newer 
departments  and  the  departments  giving  war  service  with  the  rates 
paid  by  those  older  departments  which  had  not  been  obliged  by  the 
urgency  of  war-time  service  to  meet  or  exceed  salary  rates  offered 
in  the  business  world. 

Other  valuable  statistics  could  be  tabulated  from  these  punched 
^»rds,  if  the  time  allotted  for  the  work  of  the  Commission  permitted. 
On  this  account  the  Commission  recommends  that  provision  be  made 
for  further  work  in  the  statistical  mine  afforded  by  the  107,000  classi- 
fication questionnaires. 

Incidentally  the  Commission  had  34,000  family  record  schedules 
distributed  among  the  employees  of  the  Treasury  and  the  Interior 
Departments.  These  afforded  valuable  statistical  information  bear- 
ing on  the  question  of  the  degree  of  usefulness  of  family  budgets 
and  individual  budgets  in  determining  compensation  schedules. 
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Metliods  FiAowed  in  Investigatioii  in  the  Development  of  Wage 
and  Employmoit  Policies 

In  order  to  gather  data  on  compensation  paid  in  the  business  and 
educational  world  to  employees  in  positions  comparable  to  those  in 
the  Govemment  service  and  to  bring  together  such  other  data  as 
would  sene  as  a  basis  for  a  satisfactory  schedule  of  salaries  and  also 
in  order  to  make  a  special  study  of  employment  problems  in  Govern- 
ment service,  the  Commission  organized  a  division  on  economic  and 
employment  research.  W.  E.  Mosher,  who  had  been  loaned  to 
the  Commission  by  the  Bureau  of  Municipal  Research  of  New  York 
as  a  volunteer  member  of  the  classification  staff  and  had  become 
familiar  with  the  principles  and  policies  of  the  classification,  was 
asked  to  take  charge  of  the  research  division  and  was  retained 
for  that  work.  The  staff  of  this  division  was  recruited  by  de- 
tail from  the  various  departments  of  a  group  of  experienced  men 
and  women,  selected  with  much  care  because  of  fitness  to  carry 
on  this  work.  P.  G.  Agnew,  of  the  Bureau  of  Standards  (un- 
til Jan.  1,  1920) ;  S.  T.  Dana,  of  the  Forest  Service;  C.  S.  Cole,  of 
the  Bureau  of  Markets,  formerly  of  the  Civil  Service  Commission ; 
and  C.  D.  Jarvis,  of  the  Bureau  of  Education,  were  in  immediate 
charge  of  the  investigation  of  employment  policy.  C.  F.  Osborn,  of 
the  Bureau  of  Labor  Statistics,  and  A.  L.  Luedke,  of  the  Office  of 
Public  Boads,  were  in  immediate  charge  of  the  staff  engaged  in  the 
investigations  of  wage  matters.  They  cooperated  in  the  development 
of  compensation  and  employment  policies,  in  directing  and  carrying 
on  the  field  work  that  was  to  contribute  supporting  data  for  the  poli- 
cies, and  in  making  the  recommendations  to  the  Commission  that 
developed  out  of  them. 

Much  emphasis  was  laid  on  the  principle  that  recommendations, 
particularly  with  regard  to  employment  conditions,  should  be  the 
outgrowth  of  present  progressive  practices  within  the  service  rather 
than  plans,  no  matter  how  theoretically  perfect,  prepared  without 
reference  to  present  conditions  and  the  causes  which  have  been  re- 
sponsible for  them.  It  seemed  evident  that  in  so  widely  diversified 
a  group  of  organizations  as  those  included  in  the  Government  service 
there  must  be  many  examples,  both  of  desirable  practices  which 
should  be  more  generally  followed  and  of  undesirable  practices  which 
should  be  eliminated  as  rapidly  as  possible. 

Wage  Policy  Suggested 

An  outline  submitted  last  August  to  the  Commission  by  the  re- 
search staff  comprised  the  following  recommendations  as  funda- 
mental factors  for  a  progressive  wage  policy : 
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(1)  Determination  of  a  minimum  living  wage  based  on  a  quantity 
budget  for  an  individual  man,  an  individual  woiaan,  and  a  fiimily 
of  five. 

(?)  Study  of  cost  of  maintaining  standard  of  living  on  higher 
levels  as  expressed  in  wages  paid  by  private  employers  and  other 
governmental  units  (State  and  municipal). 

1.  Collection  of  printed  material. 

2.  Field  investigations. 

(3)  Adjustments  (Wage  Adjustment  Board). 

1.  Revision — 

(a)  Inequalities  in  recommended  scale. 

(b)  Changing  scale  in  nongovernmental  employment. 

2.  Shifting  cost  of  living  index  figure  (cost  of  living  bonus). 

(4)  Bearing  of  classification  on  method  of  appropriation. 

1.  Statutory. 

2.  Lump  sum. 

Advisory  Committee  on  Wage  Policy 

In  accordance  with  the  policy  adopted  by  the  Commission  of  ad- 
vising with  those  who  were  interested  in  the  matters  under  considera- 
tion and  at  the  same  time  competent  to  pass  judgment  and  give 
advice,  a  committee  of  Government  oflScials  and  employees  was  in- 
vited to  discuss  and  advise  upon  the  various  policies  that  had  been 
submitted  to  the  Commission.  This  committee,  which  consisted  of 
three  persons  chosen  to  represent  i:he  point  of  view  of  the  adminis- 
trative oflScials ;  three  to  represent  the  point  of  view  of  the  employee ; 
four  economists  who  were  to  bring  to  bear  their  professional  judg- 
ment on  the  problems  under  consideration,  was  as  follows : 

Administrative  representatives:  Van  H.  Manning,  chief,  Bureau 
of  Mines ;  Paul  F.  Meyers,  Chief  Clerk,  Treasury  Department ;  E.  B. 
Rosa,  Chief  Physicist,  Bureau  of  Standards. 

Employees'  representatives:  W.  Carson  Ryan,  chairman,  em- 
ployees' representatives  on  central  reclassification  committees;  Miss 
Ethel  M.  Smith,  executive  secretary,  Washington  Branch,  Women's 
Trade  Union  League;  Luther  C.  Steward,  President,  National  Fed- 
eration of  Federal  Employees. 

Economists :  M.  L.  Jacobson,  Statistician,  Federal  Reserve  Board ; 
Royal  Meeker,  Commissioner,  Bureau  of  Labor  Statistics;  Francis 
Walker,  Chief  Economist,  Federal  Trade  Commission;  Mrs.  Helen 
Sumner  Woodbury,  Children's  Bureau. 

The  committee  sat  under  the  chairmanship  of  Commissioner  Ham- 
lin and  was  attended  from  time  to  time  by  other  members  of  the 
commission.  After  going  over  the  general  aspects  of  the  suggested 
policy,  the  committee  was  subdivided  into  three  subcommittees, 
which  were  charged  with  consideration  of  the  following  topics: 


RECLASSIFICATION  COMMISSION  IffiPORT — PART  I.  179 

1.  The  minimum  wage  (quantity  budgets). 

2.  The  feasibility  of  periodical  wage  adjustments  on  the  basis 

of  a  cost  of  living  index  figure. 

3.  The  bearing  of  classification  on  lump  sum  and  statutory 

appropriations. 

The  subcommittees  addressed  themselves  to  their  work  with  much 

interest  and  earnestness.    At  the  expenditure  of  considerable  time, 

they  finally  submitted  reports  to  the  main  committee,  which  were  in 

turn  considered  and  revised  bv  the  committee  as  a  whole.    These  re- 

•if 

ports  were  then  submitted  to  the  commission,  where  the  constructive 
suggestions  contained  in  them  received  careful  consideration. 


The  Cost  of  Liying  on  the  Basis  of  Quantity  Budgets 

Coincident  with  the  meetings  of  the  committees  on  wage  policy  the 
Bui*eau  of  Labor  Statistics  was  engaged  in  preparing  for  the  Com- 
mission quantity  budgets  for  a  single  man,  a  single  woman,  and  a 
typical  family  of  five.  The  bureau  was  in  a  position  to  make  use 
of  the  material  that  had  been  just  brought  together  as  to  actual 
family  budgets  in  a  country-wide  study  covering  92  localities.  It 
also  made  a  survey  of  living  conditions  in  Washington  and  inves- 
tigated actual  prices  as  of  October,  1919,  with  regard  to  the  items 
that  went  to  make  up  the  quantity  budget.  The  specified  amounts 
for  the  individual  budgets  were  increased  somewhat  by  the  advisory 
committee  on  wage  policies  for  reasons  cited  in  their  report.  The 
family  budget  was  printed  in  October,  1919,  as  a  special  publication 
of  the  Bureau  of  Labor  Statistics.  The  individual  budgets  appear 
in  the  supplement  of  appendices  of  the  report  of  the  Commisison. 

Comparismi  with  the  Wage  Schedules  of  Outside  Concerns  and 
histitutions 

(a)  PuBL.isH£D  Schedules. — ^In  securing  data  for  determining  a 
wage  scale  for  the  Government  much  attention  was  paid  to  salaries 
in  the  industrial  and  commercial  world  where  profits  and  competi- 
tion are  constantly  operating  in  determining  the  going  wage.  It  is 
also  with  this  market  that  the  Government  is  in  direct  competition. 
For  these  reasons  it  seemed  desirable  to  gather  data  as  to  wages  from 
employers  and  other  agencies  employing  the  same  kinds  of  service 
as  the  Government.  In  the  preliminary  survey  field  data  were  col- 
lected by  correspondence  and  by  reference  to  budgets  and  reports 
from  various  States,  municipalities,  and  universities,  including  the 
city  budgets  of  New  York,  Boston,  Philadelphia,  Chicago,  Cleve- 
land, and  Detroit.  Data  were  also  gathered  from  the  bulletins  of 
the  Bureau  of  Labor  Statistics,  the  New  York  and  Massachusetts 
State  Bulletins,  and  from  such  organizations  as  the  National  Edu- 
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cation  Association,  the  Railroad  Administration,  and  the  American 
Federation  of  Labor. 

(6)  Field  Investigations. — ^In  order  to  secure  material  which 
would  show  the  duties  and  compensation  of  persons  employed  out- 
side the  Government  service  as  compared  with  those  in  Government 
employ,  plans  were  made  for  a  survey  of  conditions  in  the  industrial, 
commercial,  and  educational  fields,  to  be  made  by  visits  of  special 
agents.  As  the  Commission  had  decided  on  the  policy  of  post- 
poning the  field  investigation  until  tentative  specifications  were 
available  for  a  sufficient  number  of  positions  to  make  the  under- 
taking worth  while,  agents  were  not  sent  into  the  field  until  the  lat- 
ter part  of  October.  Realizing  the  limited  time  at  the  disposal  of 
the  Commission,  the  field  investigation  was  necessarily  limited  to  a 
process  which  involved  the  taking  of  samples  only. 

In  order  to  find  employers  who  had  on  their  pay  rolls  groups  of 
people  engaged  in  lines  of  work  comparable  to  that  performed  for 
the  Government  in  Washington,  it  was  deemed  advisable  to  consult 
with  representatives  from  the  various  services  for  which  salaries  were 
to  be  fixed.  The  Commission  decided  therefore  to  ask  the  coopera- 
tion of  men  and  women  who  represented  the  points  of  view  of  the 
administrative  officials,  the  employees,  and  the  general  public,  and 
who  would  form  advisory  conmnttees  on  the  sources  of  wage  data. 

In  order  to  get  as  representative  a  group  as  possible,  the  depart- 
mental committees  that  had  cooperated  previously  with  the  Commis- 
sion in  the  distribution  and  collection  of  the  questionnaires  were 
asked  to  cooperate  in  the  selection  of  members  who  should  serve  on 
these  committees.  The  administrative  members  of  these  committees 
who  had  been  originally  appointed  by  the  heads  of  their  organiza- 
tions were  asked  to  suggest  three  names  for  each  one  of  the  commit- 
tees representing  the  various  services  found  in  their  respective  de- 
partments. The  employee  members  of  the  same  committees  were 
also  called  together  and  asked  to  cooperate  in  the  same  way.  Finally, 
outside  bodies  not  engaged  in  Government  work,  such  as  the  Na- 
tional Education  Association,  the  National  Research  Council,  the 
Engineering  Council,  the  American  Association  of  Engineers,  and 
the  Washington  Chamber  of  Commerce,  were  invited  to  nominate 
members  for  the  service  committees  in  which  they  were  naturally 
interested. 

In  this  way  a  composite  committee  was  selected  for  each  service 
or  group  of  related  services  consisting  normally  of  nine  members, 
who  were  chosen  because  of  their  acquaintance  with  the  employment 
conditions  in  a  given  service,  both  within  and  outside  of  Washington. 
They  were  asked  to  submit  a  list  of  names  of  business  or  educa- 
tional organizations  that  employed  men  and  women  engaged  in 
the  same  line  of  work  as  was  represented  by  the  given  service  in 
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the  Government  establishments.  They  were  also  requested  to  limit 
their  suggestions  in  the  main  to  the  "  Washington  zone,"  as  bounded 
by  Pittsburgh  on  the  west,  Boston  on  the  east,  and  Norfolk  on  the 
south.  The  lists  of  organizations  to  be  visited,  as  submitted  by 
the  various  advisory  committees  on  these  sources,  were  reviewed  and 
in  some  few  instances  amended  by  the  Commission,  and  were  then 
turned  over  to  the  field  agents  who  planned  their  itineraries  ac- 
cording to  the  lists  suggested. 

To  carry  on  the  field  survey,  about  40  men  and  women  were 
^selected,  with  reference  to  their  intimate  acquaintance  with  the 
service  for  which  they  were  to  make  investigations.  In  this  selec- 
tive process  administrative  officials  and  bureau  chiefs  and  also  mem- 
bers of  the  classification  staff  were  consulted.  In  arranging  the 
details  of  members  of  this  staff,  there  was  cordial  cooperation  by 
administrative  officials. 

The  field  agents  were  given  the  specifications  for  the  particular 
service  in  which  they  were  interested  and  were  instructed  to  con- 
sult at  length  with  the  member  of  the  classification  staff  who  had 
written  the  specifications.  They  were  charged  with  the  duty  of 
filling  out  schedules  that  would  give  sufficient  information  to  make 
comparisons  on  the  basis  of  duties  performed  and  qualifications  in- 
volved, with  similar  positions  in  the  Government  service.  Impor- 
tant facts  affecting  compensation  were  also  gathered,  including  such 
matters  as  minimum,  average,  and  maximum  salaries,  the  numbers 
involved,  hours,  leave  privileges,  insurance,  pensions,  bonus,  other 
benefits  and  privileges,  and  assured  increases  effective  January  1, 
1^0.  These  agents  were  in  the  field  in  the  latter  half  of  October, 
aU  of  November,  and  the  early  part  of  December.  They  visited  54 
cities,  14  municipalities,  and  16  colleges  and  universities.  Among 
these  firms  and  universities  were  some, of  the  best  known  in  the 
country.  Over  3,200  schedules  were  secured,  covering  a  total  of 
35  J56  positions. 

Upon  the  return  of  the  agents  from  the  field  the  schedules  were 
carefully  reviewed  by  one  or  more  members  of  the  research  staff 
who  were  responsible  for  coordinating  the  material  collected.  The 
schedules  were  in  addition  submitted  to  the  appropriate  members  of 
the  classification  staff  so  that  the  classification  of  the  outside  posi- 
tions on  the  basis  of  duties  and  qualifications  might  be  further 
checked.  In  this  way  it  was  found  possible  to  bring  together  such 
an  amount  of  data  from  representative  sources  that  a  fairly  accurate 
statement  could  be  made  regarding  the  salary  ranges  and  averages 
for  many  of  the  key  classes,  in  so  far  as  comparable  positions  were 
to  be  found  outside  the  Government  service.  In  cases  in  which  the 
Government  maintains  practically  a  monopoly  in  the  service  con- 
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cerned,  it  was  planned  to  make  indirect  comparisons,  so  far  as  out- 
side data  were  concerned,  by  referring  to  related  services. 

After  the  classification  of  the  schedules  gathered  in  the  field,  the 
work  of  primary  tabulation  began.  In  this  the  data  were  entered  on 
the  basis  of  classes  within  a  service  and  also  on  the  basis  of  individual 
firms  according  to  these  classes.  On  account  of  the  confidential 
nature  of  the  data  that  in  many  cases  had  been  derived  from  the  pay 
rolls  of  prominent  industrial  and  commercial  houses,  the  reference 
was  made  to  the  individual  employers  by  means  of  key  numbers. 
This  material  was  then  summarized  in  a  secondary  tabulation,  usually 
in  the  form  of  the  absolute  minimum,  maximum,  and  the  weighted 
average.  Cash  bonuses  and  proposed  increases  were  also  recorded. 
In  connection  with  a  few  services  it  was  found  necessary,  on  account 
of  the  lack  of  definite  returns  concerning  the  numbers  employed  in 
the  given  class,  to  make  use  of  an  "  establishment  average." 

After  the  secondary  tabulation  of  the  various  services,  when  it 
appeared  that  some  of  the  key  classes  were  lacking  in  information 
concerning  outside  standards,  supplementary  investigations  were  car- 
ried on.  However,  these  were  limited  on  account  of  lack  of  both 
time  and  funds  at  the  disposal  of  the  Commission. 

On  the  whole,  such  a  body  of  what  may  be  considered  typical  ma- 
terial was  collected  as  to  make  possible  fairly  satisfactory  indexes 
concerning  the  standards  of  compensation  for  the  numerically  im- 
portant classes  and  services  in  Government  employ.  This  ma- 
terial naturally  played  an  important  part  in  determining  the  recom- 
mendations of  the  staff  to  the  Commission  and  was  given  due  weight 
by  the  commission  in  coming  to  its  conclusions. 

Because  the  great  burden  of  the  work  carried  on  by  the  Reclassi- 
fication Commission  was  to  be  done,  according  to  the  act,  by  em- 
ployees detailed  from  the  various  departments,  the  agents  sent  into 
the  field  to  investigate  wage  conditions  were  necessarily  interested 
parties.  In  view  of  possible  criticism  on  this  score,  the  Commis- 
sion determined  to  select  several  typical  schedules  that  were  gathered 
in  the  field  from  the  total  niunber  submitted  by  each  of  the  field 
agelits.  These  selected  schedules  were  uaQd  as  test  samples.  Ex- 
tracts as  to  duties  performed  and  salaries  paid  in  the  establishments 
for  which  the  schedules  were  made  were  sent  on  a  special  sheet  with 
a  request  that  the  officer  of  the  company  from  whom  the  field  agent 
had  gathered  the  material  should  review  it  and  indicate  over  his  sig- 
nature whether  the  description  of  duties  and  the  amount  of  salary 
paid  were  correct.  By  this  simple  method  the  Commission  checked 
the  reliability  of  the  findings  of  its  agents. 

Recommendations  of  Employees  and  Administratiye  Officers 

The  advisory  committees  on  sources  of  wage  data  had  proved  so 
helpful  to  the  Commission  in  this  matter  that  the  administrative  and 
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employee  representatives  on  these  committees  were  requested  to  ar- 
range to  have  representatives  of  all  concerned  in  the  various  services 
appear  at  the  public  hearings  held  before  the  Comniission.  In  these 
hearings  opportunity  was  given  to  the  representatives  of  both  the 
employees  and  the  administrative  jofficers,  not  only  to  criticize  and 
to  comment  on  the  specifications,  but  also  to  make  suggestions  con- 
cerning the  scale  of  salaries.  These  suggestions  were  tabulated  and 
submitted  with  other  material  for  the  consideration  of  the  Com- 
mission. 

1914  and  1919  Salaries 

A  third  group  of  data,  suggested  as  one  of  the  guides  in  arriving 
at  recommendations  of  a  new  schedule  of  salaries,  comprised  the 
salaries  paid  in  1914  and  on  April  30,  1919.  It  was  proposed  by  the 
general  advisory  committee  on  wage  policy  that  the  Commission 
work  out  a  normal  salary  scale  as  paid  in  1914  for  typical  positions 
in  each  service.  This  figure  was  to  be  raised,  according  to  the  sug- 
gestion of  the  committee,  by  80  per  cent  as  the  amount  of  increase 
in  the  cost  of  living  from  1914  to  October  1919.  The  difficulty  of 
securing  reliable  information  for  1914,  however,  rendered  it  inad- 
visable to  attach  much  weight  to  such  1914  figures  as  were  compiled. 

It  was  also  evidently  most  important  to  consider  the  average  salary 
paid  by  the  Government  and  the  salary  distribution  according  to  the 
questionnaires  of  April  30,  1919.  The  averages  and  a  distribution 
by  salary  groups  within  the  respective  classes  for  each  department 
and  independent  establishment  were  prepared  by  the  statistical  di- 
vision  of  the  Commission's  staff.  The  minimum  and  maximum  were 
also  supplied.  Ordinarily  the  salaries  were  for  full-time  workers 
without  any  allowances  in  addition  to  their  salaries.  Exceptions 
were  made  only  when  a  whole  class  received  allowances,  so  that  un^er 
the  above  rule  it  would  be  altogether  excluded.  In  such  a  case  the 
class  was  included  with  a  note  calling  attention  to  the  abnormality  of 
its  wage  or  salary  scale.  These  figures,  showing  the  actual  Govern- 
ment salaries,  naturally  exerted  much  influence  in  determining  the 
reconmiendations  both  of  the  staff  and  the  Commission. 

Statement  as  to  Bonus 

When  the  questionnaires  were  filled  out  many  of  the  employees 
were  receiving  a  bonus  in  addition  to  their  regular  salaries.  While 
this  bonus  varied  somewhat,  in  the  majority  of  cases  it  amounted 
to  $120  a  year. 

In  appropriating  money  for  salaries  for  the  fiscal  year  ending 
June  30,  1920,  the  Congress  provided  for  a  bonus  of  $240  per  year 
to  be  paid  under  certain  specified  limitations.  As  this  increased 
bonus  provision  was  in  effect  when  the  Commission  was  considering 
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salaries,  it  was  obvious  that  some  adjustment  of  the  wage  data  ob- 
tained from  the  questionnaires  would  have  to  be  made  in  order  to 
arrive  at  the  actual  compensation  of  Government  employees. 

A  study  was  made  of  reports  to  the  Congress  on  the  number  of  em- 
ployees receiving  the  bonus.  Froin  these  it  appeared  that  practically 
all  employees  entitled  to  the  bonus  were  receiving  it,  but  that  under 
the  limitations  before  referred  to  enough  were  receiving  less  than  the 
full  amount  to  bring  the  average  bonus  paid  to  about  $215.  This 
is  the  figure  used  in  discussions  in  Chapter  II.  However,  for  the 
consideration  of  salary  recommendations,  the  bonus  figure  added  to 
the  average  basic  salary  for  each  class  was  based  on  the  conditions 
prevailing  in  the  departments  in  which  the  positions  were  found. 

Reported  Increases  for  1919-20 

In  order  to  keep  the  information  given  on  the  questionnaires 
current,  special  reports  as  to  resignations,  changes  in  positions  or 
salaries,  and  new  appointments  were  sent  in  semimonthly  to  the 
Commission  from  all  departments.  Although  time  did  not  permit 
using  these  reports  consistently,  members  of  the  staff  frequently  had 
recourse  to  them  to  determine  whether  changes  in  salaries  for  typical 
positions  had  taken  place  for  the  year  1919-20.  It  was  found  that 
a  large  number  of  such  changes  occurred  and  that  the  recommenda- 
tions of  the  staff  for  advances  in  salary  were  frequently  supported 
by  the  fact  that  the  departments  had  already  given  material  advances 
since  April  30,  1919.  This  showed  that  in  a  large  number  of  cases 
administrative  officers  had  had  to  pay  higher  salaries  in  order  to 
keep  their  forces  intact  or  because  of  the  increased  cost  of  living. 

Inquiry  Regarding  Present  Employment  Practices 

As  a  preliminary  to  the  formulation  of  an  employment  policy,  it 
was  determined  at  the  outset  to  make  a  survey  of  present  practices 
in  the  Government  service,  irrespective  of  whether  those  were  good 
or  bad.  For  this  reason  a  circular  letter  of  inquiry  was  sent  to  some 
150  heads  of  bureaus,  offices,  and  other  comparable  organizations. 
This  letter  of  inquiry  covered  the  general  topics  of  probationary 
period,  efficiency  rating  systems,  promotions,  transfers,  training, 
turnover,  personal  service  regulations,  and  advisory  committees  of 
employees.  .It  asked  not  only  for  facts  but  also  for  opinions  as  to 
whether  or  not  present  practices  are  satisfactory  and  for  sugges- 
tions as  to  ways  in  which  they  might  be  improved. 

Under  the  topic  of  efficiency  rating  systems,  for  example,  the 
bureau  chiefs  were  each  asked  to  describe  the  system  now  in  use  for 
determining  and  rating  efficiency,  together  with  samples  of  the  forms 
used,  and  were  also  asked  to  express  their  opinions  as  to  the  success 
of  the  present  system  as  a  basis  for  advancement  in  salary  or  pro- 
motion in  rank.    Under  the  topic  of  training  were  included  ques- 
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tions  as  to  whether  there  is  any  special  agency  for  training  either 
new  or  old  employees  for  their  work,  together  with  the  general 
character  of  the  training  given,  its  cost  to  the  Govemment,  and  the 
results  secured. 

In  making  the  investigation  of  the  problem  of  turnover,  figures 
were  secured  showing  the  number  of  permanent  employees  leaving 
the  service  during  the  last  four  fiscal  years,  as  compared  with  the 
total  number  of  permanent  employees  on  the  pay  rolls  during  the 
same  period,  and  estimates  were  requested  as  to  the  cost  of  turnover 
for  different  classes  of  employees  and  the  effect  of  such  turnover 
on  the  efficiency  of  the  work. 

Under  personal  service  regulations,  information  was  secured  as 
to  the  hours  of  work,  including  required  overtime  and  extra  com- 
pensation therefor,  regulations  as  to  annual  and  sick  leave,  with 
statistical  data  as  to  the  amount  taken,  and  regulations  regarding 
the  use  by  employees  of  time  outside  of  regular  office  hours.  In- 
formation was  also  secured  as  to  the  existence  of  committees  of 
employees  to  cooperate  with  administrative  officials  on  matters  of 
mutual  interest  to  both,  such  as  working  conditions,  health,  disci- 
pline, promotion,  and  wages,  the  scope  of  their  activities,  and,  in 
general,  the  results  of  their  cooperation. 

In  accordance  with  the  Commission's  general  policy  of  securing 
the  views  of  both  administrative  officers  and  employees  on  the  mat- 
ters under  investigation,  Sieveral  extra  copies  of  the  letter  of  in- 
quiry were  inclosed  so  that  the  chief  of  bureau  or  other  comparable 
unit  might,  if  it  seemed  to  him  desirable,  consult  the  special  re- 
classification departmental  subconmiittee  in  his  bureau  which  was 
appointed  in  May,  1919,  and  which  consisted  of  one  administrative 
representative  and  one  representative  of  the  employees.  The  as- 
sistance of  the  Commission's  staff  was  also  offered  in  the  answering 
of  the  inquiry.  At  the  saijie  time  a  first-hand  study  of  these  and  re- 
lated conditions  of  employment  was  made  in  selected  departments 
or  bureaus  by  the  Commission's  research  staff,  which  included  both 
such  printed  material  as  was  available  and  personal  interviews  with 
administrative  officers  and  employees. 

In  addition  to  the  topics  included  in  the  letter  of  inquiry  to  bureau 
chiefs,  some  6tudy  was  made  of  present  methods  of  securing  recruits 
for  the  Government  service  through  the  Civil  Service  Commission 
and  also  of  selecting  applicants  for  positions,  covering  such  matters 
as  oral  interviews,  mental  tests,  work  tests,  physical  examinations, 
and  investigations  of  past  records.  Personal  service  regulations  were 
given  consideration,  including  the  uuse  of  demotion  and  dismissal,  the 
handling  of  tardiness,  absenteeism,  and  discipline.  Provisions  for 
the  health  and  safety  of  Government  employees  were  also  investi- 
gated, including  sudi  factors  as  air,  light,  cleanliness,  sanitation. 
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safety  provisions,  rest  periods,  rest  rooms,  emergency  aid,  and  detec- 
tion and  treatment  of  occupational  and  communicable  diseases. 

The  work  of  the  staff  was  further  supplemented  by  an  investiga- 
tion for  the  Commission  by  the  OflSce  of  Industrial  Hygiene  and 
Medicine  in  the  Public  Health  Service,  which  included  a  study  of  the 
present  situation  as  regards  the  sanitation  of  public  buildings  in  the 
District  of  Columbia  and  the  providing  of  medical  and  surgical  emer- 
gency relief,  together  with  recommendations  as  to  possible  improve- 
ments in  present  practice.  Use  was  also  made  of  the  results  of  some 
study  of  the  question  of  safety  of  Government  employees  with  special 
reference  to  the  prevention  of  accidents  through  safe  construction, 
safety  devices,  and  safety  education  made  during  the  past  year  by  the 
Bureau  of  Standards  and  the  United  States  Emplovees  Compensa- 
tion Commission. 

Advisory  Committee  on  Employment  Policy 

Valuable  assistance  in  the  Commission's  study  of  employment  con- 
ditions in  the  Government  service  and  their  relation  to  securing  and 
retaining  an  eflScient  personnel  was  rendered  by  an  advisory  com- 
mittee on  employment  policy.  This  committee  consisted  of  repre- 
sentatives of  four  main  groups:  (1)  That  portion  of  the  public 
which  is  particularly  interested  in  matters  of  public  administration 
and  employment  and  civil-service  reform,  (2)  adminstrative  and 
supervisory  officers  in  the  Washington  service,  (3)  the  great  body  of 
employees  in  the  Washington  service,  and  (4)  the  Civil  Service  Com- 
mission. The  conmiittee  thus  included  representatives  of  the  prin- 
cipal groups  interested  in  the  development  of  a  comprehensive  and 
adequate  personnel  policy  by  the  Federal  Government  and  was  com- 
posed of  persons  who  were  chosen  with  particular  reference  to  their 
knowledge  of  and  interest  in  the  problems  under  consideration.  Its 
personnel  was  as  follows : 

Public  representatives :  Richard  H.  Dana,  President  National  Civil 
Service  Reform  League,  Cambridge,  Mass.;  Charles  A.  Beard,  Di- 
rector, Bureau  of  Municipal  Reseaixsh,  New  York  City;  Robert 
Catherwood,  member  of  council  of  National  Civil  Service  Reform 
League,  Chicago,  111. ;  Miss  Mary  Van  Kleeck,  Director  Division  of 
Industrial  Studies,  Russell  Sage  Foundation,  New  York  City. 

Administrative  representatives:  C.  L.  Alsberg,  Chief  Bureau  of 
Chemistry;  E.  J.  Ayers,  Chief  Clerk,  Interior  Department;  Miss 
Julia  Lathrop,  Chief  Children's  Bureau;  James  L.  Wilmeth,  Di- 
rector Bureau  of  Engraving  and  Printing. 

Employees'  representatives :  Frank  Coleman,  Editor  Plate  Printer ; 
Miss  Alice  Deal,  President  High  School  Teachers'  Union ;  Miss  Ger- 
trude McNally,  Secretary  Women's  Union  of  Bureau  of  Engraving 
and  Printing ;  Luther  C.  Steward,  President  National  Federation  of 
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Federal  Employees;  Bodney  H.  True,  President  Scientific-Technical 
Section  Federal  Employees'  Union  No.  2. 

Civil  Service  Commission  representative:  George  R.  Wales,  com- 
missioner. 

The  Advisory  Committee  on  Employment  Policy  organized  on  Oc- 
tober 14,  1919,  under  the  chairmanship  of  Commissioner  Keating. 
After  a  two  days'  discussion  of  the  ground  to  be  covered  and  the 
special  problems  to  be  solved  the  committee  decided  on  the  creation 
of  five  subcommittees  to  handle  the  detailed  work  necessary  as  a 
basis  for  final  conclusions  and  recommendations  by  the  main  com- 
miUee.  These  subcommittees  covered  the  following  ground:  Em- 
ployment conditions  of  women  in  the  civil  service,  selection  and  pro- 
motion, training,  personal  service  regulations,  and  administration 
of  employment  policy. 

The  subcommittees  worked  in  closest  cooperation  with  the  Com- 
mission Staff,  individual  members  of  which  served  as  secretaries  to 
the  various  subcommittees.  Much  of  the  work  of  these  members  of 
the  staff  was  devoted  to  the  securing  of  data  desired  by  the  sub- 
committees, which  also  made  full  use  of  the  data  received  by  the 
Commission  in  reply  to  its  letter  of  inquiry  to  bureau  chiefs  and 
others.  The  results  of  the  work  of  the  subcommittees  took  the  form 
of  definite  recommendations  supported  by  the  facts  on  which  these 
reconmiendations  were  based,  all  of  which  were  submitted  to  the 
main  committee  for  final  action. 

Recommendations  regarding  employment  conditions  made  by  the 
Commission  earlier  in  its  report  are  thus  based  on  data  secured  in 
response  to  the  letter  of  inquiry  to  bureau  chie&  and  others,  on 
first-hand  information  gathered  by  members  of  the  Commission's 
staff,  and  other  agencies  such  as  the  Public  Health  Service,  and, 
finally,  on  the  reconmiendations  of  the  advisory  committee  on  em- 
ployment policy.  Emphasis  should  be  laid  on  the  fact  that  a  fairly 
comprehensive  picture  of  present  conditions  and  their  possible  im- 
provement has  been  secured  from  these  three  sources  and  that  the 
reconunendations  of  the  Commission  are  in  no  sense  revolutionary, 
but  are  in  complete  accord  with  the  evolution  which  is  already 
taking  place  in  various  parts  of  the  Washington  service.  It  is  the 
belief  of  the  Commission  that  they  therefore  constitute  a  decided 
step  forward  in  the  development  of  any  comprehensive  policy  of 
personnel  administration  such  as  is  now  generally  recognized  to  be 
essential  for  the  securing  of  efficient  service  from  an  efficient  per- 
sonnel, whether  in  Government  or  private  employ. 

An  Acknowledgment  to  the  Commission's  Assistants 

The  Commission  desires  to  express  its  appreciation  to  the  men  and 
women  listed  below,  comprising  the  Commission's  staff,  for  their 
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faithful,  efficient,  and  public-spirited  service  in  work  under  high 

pressure  during  the  past  year. 

The  Commission  also  wishes  to  record  its  sincere  appreciation  of 

the  cooperation  received  from  department  heads*  .and  from  the 
citizens,  administrators,  and  employees  who  served,  often  at  great 

personal  sacrifice,  on  the  various  committees  that  assisted  the  Com- 
mission. 

HKADQUABTBBS  STAFF 

E.  O.  Orlffenhagen,  Chicago,  chief  counselor,  April,  1919-March,  1920. 

Herbert  B.  Fleming,  Chicago,  director,  April,  1919>March  1920. 

R.  O.  Beckman,  Chicago,  assistant  director,  April,  1919~March,  1920. 

Robert  E.  OoodeU,  Chicago,  assistant  director,  August,  1919-MarGh  1920. 

Fred  G.  Heuchling,  Chicago,  assistant  director,  April-August,  1919. 

Lewis  Meriam,  Washington,  statistician,  June,  1919-March,  1920. 

W.  E.  Mosher,  New  Yorlc,  associate  director,  in  charge  of  economic  research, 

June,  1919-March,  1920. 
Ad.  Hoehne,  New  York,  in  charge  of  classification  records,  April,  19i9'Biarcb, 

192a 
V.  L.  Almond,  Washington,  clerk  of  the  Commissiou,  AprU,  1919-March,  1920. 

DETAILED  C^iASSIFICATlON  STAFF 

O.  S.  Adams,  geodetic  computer,  Commerce,  Coast  and  Geodetic  Survey,  June 

18,  1919,  to  January  13,  1920. 
I'ieut.  Col.  F.  W.  Albert,  engineer,  War,  Office  Chief  of  Engineers,  August  16. 

1919,  to  March  12,  1920. 
Mrs.  J.  N.  Barber,  statistical  clerk.  Treasury,  Loans  and  Currency,  June  13, 

1919,  to  March  12,  1920. 

D.  P.  Barnett,  lithographer.  Commerce,  Coast  and  Geodetic  Survey,  12  days. 
Ismar  Baruch,  clerk.  Civil  Service  Commission,  July  8, 1919,  to  March  12,  1920. 
John  S.  Beach,  statistical  clerk,  Interior,  Pension,  June  16,  1919,  to  Mardi 

12,  1920. 

Capt  J.  B.  Brown,  engineer,  War,  Chief  Engineer's  Office,  September  16,  1919, 
to  November  25,  1919. 

John  W.  Bulla,  clerk.  Post  Office,  Post  Office  Inspection,  August  1,  1919,  to 
January  22, 1920. 

J.  H.  Butler,  maker-up,  Government  Printing  Office,  June  10,  1919,  to  March 
12,  1920. 

R.  O.  Cox,  assistant  to  chief  of  production  section.  War,  P.  S.  &  T.,  2  months 
and  6  days. 

B.  D.  Darling,  chief  clerk.  Mail  and  Record  Section,  Ordnance  Artillery  Divi- 
sion, June  16,  1919,  to  December  1,  1919. 

E.  M.  Dawson,  assistant  inspector  of  asphalts  and  cements.  District  of  CohuD- 
bia  Engineer  Department,  June  27,  1919,  to  August  15,  1919. 

Lieut.  R.  E.  Dennison,  chief  of  correspondence  division,  Air  Service,  War, 

Air  Service,  July  1,  1919,  to  January  19,  1920. 
Margaret  Doonan,  librarian,  Agriculture,  Animal  Industry,  June  13,  1919,  to 

January  12,  1920. 
H.   A.   Edson,   pathologist,   Agriculture,   Plant   Industry,   June  16,   1919,  to 

January  12, 1920. 
Fred  0.  English,  special  expert,  Treasury,  War  Risk,  July  14,  1919,  to  March 

12,  1920. 
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E.  EL  Fisher,  chief,  Water  Main  Division,  District  of  Columbia  Assessor's 

Office,  June  90, 1919,  to  January  12,  1920. 
Maud  Bryan  Foote,  statistical  clerk.  Shipping  Board,  Planning  and  Statis- 
tical, 3  months  20  days. 
Sherman  B.  Fowler,  derk,  War,  Surgeon  (General's,  October  1,  1919,  to  March 

12, 1920. 
A.  F.  German,  clerk.  District  of  Columbia  Engineer  Department,  August  4, 

1919,  to  September  29,  1919. 
Malina  A.  Gilkey,  reviser.  Library  of  Congress,  June  24,  1919,  to  January 

31,1920. 
Lonis  S.  Goss,  general  supervisor,  Treasury,  War  Risk,  July  14,  1919,  to  Janu- 
ary 12,  1920. 
P.  J.  Graf,  supervising  and  cost  accountant,  War,  Construction,  June  18,  1919, 

to  October  15,  1919. 
Samnel  L.  Grosh,  editorial  clerk,  Agriculture,  Soils  Bureau,  June  17,  1919,  to 

March  12,  1920. 
C.  C.  Houghton,  assistant  to  chief  economist.  Federal  Trade  Conmilssion,  June 

6, 1919,  to  January  13,  1920. 
J.  C.  Hoyt,  hydraulic  engineer.  Interior,  Geological  Survey,  June  16,  1919,  to 

July  28, 1919. 
Glen  E.  Hunter,  clerk,  War,  The  Adjutant  General's  Office,  July  16,  1919,  to 

January  12,  1920. 
Beryl  Ingraham,  statistical  clerk.  Commerce,  Foreign  and  Domestic,  November 

6, 1919,  to  December  22,  1919. 
G.  0.  Johns,  chemist,  Agriculture,  Bureau  of  Chemistry,  June  17, 1919,  to  Janu- 
ary 12,  1920. 
C.  K.  Jones,  reviser  and  classifier.  Library  of  Congress,  Catalogue  Division,  June 

25, 1919,  to  March  12,  1920. 
hauls  Justement,  architectural  draftsman,  Navy,  Yards  and  Docks,  July  14, 

1919,  to  December  15,  1919^. 
Florence  M.  Leonard,  unit  supervisor.  Treasury,  War  Risk,  June  18,  1919,  to 

March  12,  1920. 
Lewis  Meriam,  statistician  and  production  manager,  Shipping  Board,  Planning 

and  Statistical,  June  16, 1919,  to  March  12,  1920. 
J.  Franklin  Meyer,  physicist.  Commerce,  Bureau  of  Standards,  July  17,  1919, 

to  March  12,  1920. 
W.  H.  Mitchell,  statistician  and  accountant,  Federal  Reserve  Board,  October  15, 

1919,  to  October  30,  1919. 
Gapt  Charles  Muzzy,  civilian  personnel  officer.  War,  Chemical  Warfare,  July  1, 

1919,  to  November  21,  1919. 
Harry  J.  McGowan,  assistant  property  clerk,  Government  Printing  Office,  June 

10. 1919,  to  March  12,  1920. 
James  W.  McGuire,  draftsman.  Commerce,  Coast  and  Geodetic  Survey,  5  days, 
li.  C.  N^Bon,  assistant  chief.  Bureau  of  Tariffs,  Interstate  Commerce  Commis- 
sion, 18  days. 
DsTid  Neumann,  accountant,  Treasury,  comptroller's  office,  August  18,  1919, 

to  January  13.  1920. 
Eunice  R.  Oberly,  librarian,  Agriculture,   Plant   Industry,  June  13,  1919,  to 

Jannary  12,  19?0. 

F.  C.  Pallas,  principal  clerk,  War,  Purchase,  Storage  and  Traffic,  June  16,  1919, 
to  February  16,  1920. 

F.  X.  Patterson,  deputy  in  charge,  Federal  Trade  Commission,  June  6,  1919,  to 
Jaimary  13,  1920. 
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R.  J.  Quinn,  assistant  chief  clerk,  War,  The  Adjutant  GeneraFs  Office,  July  1,  . 
1919,  to  March  12.  1920. 

J.  G.  Reniey,  supervisory  clerk,  Treasury,  iDternal  Bev^ue,  12  days. 

Kaymoncl  Richards,  examiner.  Federal  Trade  Commission,  June  6,  1919,  to 
March  12,  1920. 

W.  M.  Schoonmaker,  chief  of  division,  Navy,  Navigation,  August  4,  1919,  to     . 
February  9,  1920. 

C.  Melvin  Sharpe,  bank-note  engraver,  Treasury,  Printing  and  Engraving,  July 
17.  1919,  to  March  12,  1920. 

E.  B.  Smith,  principal  clerk.  War,  Division  of  Finance,  June  23,  1919,  to  Feb- 
ruary 13,  1920. 

Sidney  F.  Smith,  principal  examiner,  Interior,  Patent,  June  16,  1919,  to  Jan- 
uary 12,  1920. 

W.  W.  Stockberger,  physiologist,  Agriculture,  Plant  Industry,  June  16,  1919,  to 
January  12,  1920. 

Walter  I.  Swanton,  assistant  engineer,  Interior,  Reclamation  Service,  August  6, 

1919,  to  March  12,  1920. 

Irving  P.  Tade,  custodian  Federal  reserve  vault,  Treasury,  Printing  and  EJn- 

gravlng,  July  8,  1919,  to  January  13,  1920. 
Robert  C.  Tracy,  clerk.  Department  of  Justice,  Attorney  General's  Office,  June 

6,  1919,  to  February  28,  1920. 
Omar  J.  Veley,  clerk,  Treasury,  Internal  Revenue,  November  26,  1919,  to  I>e- 

cember  15,  1919. 
A.  J.  Wagstaff,  principal  examiner,  Interior,  Pension,  Octob^  24,   1919,  to 

November  7,  1919 ;  August  23, 1919,  to  S^tember  21,  1919. 
George  A.  Warren,  clerk,  Interior,   Solicitor's  office,  November  22,  1919,  to 

February  IS,  1920. 
E.  R.  Williams,  machinist.  Treasury,  Engraving  and  Printing,  July  8,  1919,  to 

August  1,  1919. 
Margaretta  Williamson,  special  agent.  Labor,  Children's  Bureau,  June  23,  1919, 

to  March  12,  1920. 
A.  D.  Wilroy,  clerk.  Navy,  Ordnance,  July  14,  1919,  to  January  13,  1920. 

DETAILED  RESEARCH  STAFF 

P.  G.  Agnew,  physicist,  Commerce,  Bureau  of  Standards,  August  13,  1919,  to 

December  1,  1919. 
C.  D.  Anderson,  ship  draftsman,  Navy,  Construction  and  Repair,  January  12, 

1920,  to  January  26,  1920. 

M.  W.  Baldwin,  operative.  Treasury,  Printing  and  Engraving,  November  22, 

1919,  to  December  15,  1919. 
J.  C.  Blackwell,  clerk,  War,  Division  of  Finance,  October  30,  1919,  to  January 

2,  1920. 
Helen  Bryan,  industrial  agent,  Labor,  Women's  Bureau,  October  6,  1919,  to 

November  15,  1919. 
Thomas  R.   Carter,   statistical   clerk,   Ltibor,   Labor   Statistics,   December  23, 

1919,  to  February  18,  1920. 
C.   S.  Cole,  Investigator  In  rural  organization,  Agriculture,  Bureau  Markets, 

October  6,  1919,  to  March  12,  1920. 
Reginald  Colley,  assistant  pathologist,  Agriculture,  Plant  Industry,  October  29, 

1919,  to  December  29,  1919. 
Mary  Conyngton,  clerk.  Labor,  Labor  Statistics,  October  25,  1919,  to  March 

12,  1920. 
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Samuel  T.  Dana,  forest  economist,  Agriculture,  Forest  Service,  August  21,  1919, 

to  March  J2,  1920. 
John  J.  Deviny,  superintendent  of  work.  Treasury,  Printing  and  Bngraving, 

October  27,  1919,  to  November  26,  1919. 
Mrsw  Elizat>etb  Draper,  teacher,  public  schools,  District  of  Columbia,  October 

28, 1919,  to  February  14,  1920. 
£.  C.  Eckhardt,  physicist,  Commerce,  Bureau  Standards,  November  6,  1919,  to 

November  16,  1919. 
H.  S.  Fairbank,  highway  engineer,  Agriculture,  Public  Roads,  October  81,  1919, 

to  December  12,  1919. 
Roy  Headley,  assistant  district  forester,  Agriculture,  Forest  Service,  September 

20, 1919,  to  November  28,  1919. ' 
W.  J.  Humphreys,  meteorological  physicist.  Agriculture.  Weather  Bureau,  No- 
vember 10,  1919,  to  December  12,  1919. 
C.  D.  Jarvis,  specialist  iu  agriculture,  Interior,  Bureau  of  Education,  October  1, 

1919,  to  March  12,  1920. 
Edna  M.  Jordan,  statistical  clerk.  Agriculture,  Bureau  of  Markets,  October  21, 

1919,  to  January  18,  1920. 
Mildred  Jordan,   statistical   clerk,   Interstate  Commerce,   Bureau   of   Safety, 

Dec^uber  5,  1919,  to  January  15,  1920. 
L  B.  Kagan,  auditor.  Treasury,  Internal  Revenue,  August  18,  1919,  to  Decem- 
ber 16,  1919. 
Maurice  Kay,  clerk.  Treasury,  Internal  Revenue,  November  3, 1919,  to  November 

26.1919. 
L  F.  Kebler,  chief,  Drug  Division,  Agriculture,  Bureau  of  Chemistry,  October 

31, 1919,  to  December  12,  1919. 
.\dolph   Knopf,   geologist.   Interior,   Geological    Survey,   October   25,   1919,   to 

December  15,  1919. 
George  E.  Ladd,  economic  geologist.  Agriculture,  Public  Roads,  November  4, 

1919,  to  November  28,  1919. 
Wilbur  LaRoe,  attorney-examiner,  Interstate  Commerce  Commission,  October 

31, 1919,  to  November  16,  1919. 
A.  L  Luedke,  engineer  economist,  Agriculture,  Public  Roads,  August  13,  1919, 

to  March  12,  1920. 
G.  R.  Lyman,  pathologist  n  charge.  Agriculture,  Board  of  Plant  Industry, 

October  81,  1919,  to  December  12,  1919. 
Millard  J.  Moore,  principal  examiner.  Interior,  Patents,  October  25,  1919,  to 

November  16,  1919. 
Francis  X.  McAdams,  field  agent,  Interstate  Commerce,  October  27,  1919,  to 

December  1,  1919. 

Charles  F.  Osbom,  expert,  Labor,  Labor  Statistics,  October  6,  1919,  to  February 
26,  1920. 

Alvah  W.  Patterson,  assistant  attorney.  Interior,  Solicitor's  Office,  November  8, 
1919,  to  November  16, 1919. 

Mn.  Margaret  Richards,  auditor.  Treasury,  Internal  Revenue,  November  8, 
1919,  to  January  15,  1920. 

Capt  Joseph  A.  Savage,  auditor,  Treasury,  Internal  Revenue,  November  10, 
1919,  to  January  20,  1920. 

Mrs.  Harriett  Sedman,  assistant  chief.  Treasury,  War  Risk,  November  10,  1919, 
to  November  28,  1919. 

Uon  I.  Shaw,  chemist.  Interior,  Bureau  of  Mines,  October  28,  1919,  to  Decem- 
ber 16, 1919. 

Caroline  B.  Sherman,  scientific  assistant.  Agriculture.   Bureau   of  Markets, 
No?ember  10,  1919,  to  November  30,  1919. 
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J.  M.  Sberman,  market-mllk  specialist,  Agrlcalture,  Animal  Industry,  two 
months. 

Florence  Smith,  blbllograi^cal  assistant,  Agriculture,  Plant  Industry,  Norem- 
ber  5, 1919,  to  November  18,  1919. 

Harlan  D.  Smith,  as^stant  In  charge  of  Information,  Agriculture,  Information, 
October  81, 1919,  to  December  1, 1919. 

Julia  B.  Spltzer,  statistical  clerk,  Treasury,  War  Risk,  December  22,  1919,  to 
^arch  12, 1920. 

B.  U.  Steel,  law  clerk.  Treasury,  Customs,  Ckrtober  80, 1919,  to  December  1, 1919. 

Edward  Steldle,  construction  mining  engineer.  Interior,  Bureau  Mines,  Novem- 
ber 8, 1919,  to  December  15, 1919. 
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L.  B.  Stein,  principal  examiner.  Interior,  Pensions,  October  27, 1919,  to  January 

12.  192a 
G.  W.  Stone,  assistant  superintendent.  Drafting  Division,  Treasury,  Supervising 

Architect's  Office,  November  8, 1919,  to  December  1, 1919. 
W.  H.  Swinney,  examiner  in  charge,  Interstate  Commerce,  Carriers*  Accounts. 

August  25, 1919,  to  February  12,  1920. 

S.  W.  Tator,  examiner,  Federal  Trade  Commission,  July  7,  1919,  to  September 

80,  1919. 
Belle  A.  Trouland,  operative,  Treasury,  Printing  and  Bngraving,  November  22, 

1919,  to  December  15,  1919. 
Earl  W.  Wagy,  petroleum  engineer,  Interior,  Bureau  Mines,  December  9,  1919, 

to  December  18,  1919. 
Joseph  M.  Wheat,  topographic  engineer,  Interior,  (Geological  Survey,  October 

28, 1919,  to  December  20, 1919. 
Horace  S.  Whitman,  attorney,  Justice,  November  6,  1919,  to  November  30,  1919. 

DBTAILBD  STATISTICAL  FORCB 

Louise  Applegate,  clerk,  Treasury,  Loans  and  Currency,  8  months  22  days. 

Elizabeth  M.  Barnes,  statistical  clerk,  Commerce,  Bureau  of  Census,  16  days. 

Eva  Barnes,  key-punch  operator,  Navy,  Certification,  2  months. 

Hilda  Barnes,  file  clerk.  Navy,  Disbursing  Office,  8  months  22  days. 

Esther  Breitzman,  typist,  Treasury,  War  Risk,  2  months  24  days. 

E.  Virgina  Bush,  stenographer,  Navy,  Operations,  3  months  16  days.   ' 

Anna  M.  Clauser,  statistical  clerk,  Commerce,  Bureau  of  Census,  11  days. 

Edna  B.  Cogswell,  clerk.  Interior,  Pensions,  3  months  21  days. 

Mamie  A.  Crounse,  statistical  clerk.  Agriculture,  Bureau  of  Markets,  3  months. 

Ruth  Davin,  key-punch  operator.  Treasury,  War  Risk,  1  month  19  days. 

Edith  Custer  Davis,  stenographer,  Interior,  General  Land,  December  19, 1919,  to 

March  12,  1920. 
Margaret  De  Lashmutt,  key-punch  operator,  Treasury,  War  Risk,  20  days. 
Birley  England,  statistical  clerk.  Commerce,  Bureau  of  Census,  16  days. 
Laura  G.  Fee,  typist.  Treasury,  Architect's  Office,  3  months  4  days. 
Mary  B.  Garner,  statistical  clerk,  Agriculture,  Bureau  of  Markets,  8  months 

8  days. 
Walter  P.  Gore,  clerk.  Treasury,  War  Risk,  2  months. 
Alberta  M.  Grant,  clerk.  Interior,  Indian  Affairs,  2  months  23  day& 
Martha  J.  Harralson,  statistical  clerk.  Treasury,  War  Risk,  3  months. 
Harry  K.  Herwltz,  special  expert,  United  States  Tariff  Commission,  September 

6,  1919,  to  March  12,  1920. 
Mrs.  Nettie  Hofer,  key-punch  operator.  Treasury,  War  Risk,  4  months. 
Arthur  Horn,  chief  statistician.  Interior,  Indian  Affairs,  3  months  26  days. 
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Helen  V.  JankaTiak,  stenofraiiher,  Treasury,  War  Risk,  3  monttaci. 

Florence  E.  Johnson,  statistical   clerk,  I^l>or,  Children's  Bureau,  3  luentlMI 

28  days. 
Augusta  Jones,  key-punch  operator.  Treasury,  War  Risk,  3  months. 
Mrs.   Margaret  Jones,  statistician,  £niergency   Fleet   Corporation,  3   wontbft. 

25  days. 
M.  VoncUe  Liddeli,  statistical  clerk,  Commerce,  Bureau  of  Census,  16  days. 
Ellen  C.  Mahoney,  key-punch  operator,  Treasury,  War  Risk,  4  montliB. 
Bertha  Rose  Miller,  statistician.  War,  Construction,  2  months  24  days. 
Medora  K.  Miller,  clerk-typist,  Treasury,  War  Risk,  2  months  23  days. 
Henry  Paul  Money,  personnel  clerk.  Treasury,  War  Risk,  3  months  12  days; 
Mrs.  Abbie  McBride,  key-punch  operator,  Treasury,  War  Risk,  3  months. 
Mrs.   Harriett  McCall,  adjuster  of  accounts.  Treasury,  War  Risk,  3  months 

12  days. 
Katherine  L.  McCardetl,  statistical  clerk.  Agriculture,  Markets,  2  months  6  dayi. 
F.  S.  McCJoy,  group  head.  Treasury,  War  Risk,  3  months. 
Theliua  Nails,  typist.  Navy,  Steam  Engineering,  3  montlis  14  days. 
Lillian  Newkirk,  key-punch  operator,  Treasury,  War  Risk,  3  months. 
Zola  M.  Pasley,  key-punch  operator,  Navy,  Navigation,  3  months  9  days. 
Mrs.  May  M.  Reed,  statistician.  Treasury,  Internal  Revenue,  6  months. 
Irma  M.  Reilly,  statistical  clerk.  Emergency  Fleet  Corporation,  3  months  25« 

fiays. 
Edith  M.  Riley,  typist.  Navy,  Disbursing  Office,  3  months  8  days. 
Mrs-  Alice  G.  Schreinert,  verifier,  Treasury,  War  Risk,  4  months. 
Thomas  Schroyer,  examiner.  Treasury,  Loans  and  Currency,  3  months. 
Leslie  Shipway,  special  agent,  Commerce,  Bureau  of  the  Census,  3  months  9^ 

days. 
Hazel  R.  Thompson,  key-punch  operator,  Navy,  Navigation,  13  days. 
Mrs.  Clara  Waters,  statistical  clerk,  Treasury,  Internal  Revenue,  2  months  6 

days. 
Gladys  Welsh,  statistical  clerk,  Commerce,  Census,  16  days. 
Torey  L.  Wright,  statistical  clerk,  Agriculture,  Markets,  December  9,  1919,  to 

March  12,  1920. 

DETAILED  CLASSIFICATION  KECORD8  FOBCE 

^iildred  Armstrong,  clerk.  Navy,  Api)ointment  Division,  27  days. 

H.  B.  Barnes,  clerk,  Post  Office,  First  Assistant's  Office,  August  18,  1919t,  to- 

January  19,  1920. 
Alice  F.  Betker,'  clerk.  Treasury,  Bureau  of  Engraving  and  Printing,  6  months. 

15  days. 
&lary  E.  Borgman,  clerk.  War,  Ordnance  at  Large.  5  months  17  days. 
Ognerita  Brown,  clerk.  Labor,  Publication  and  Supplies,  8  months  7  days. 
Anna  V.  Burke,  clerk.  Treasury,  War  Risk,  10  months  5  days. 
3farjorie  M.  Carrington,  clerk,  Library  of  Congress,  1  month  5  days. 
Lila  M.  Christensen,  clerk.  Treasury,  Loans  and  Currency,  10  months. 
Dara  CoUegeman,  clerk.  Treasury,  Secretary's  Office,  9  months  24  days. 
Helen  S.  Cork,  clerk.  Post  Office,  Postmaster  General,  3  months. 
Mrs.  Martha  A.  Hoover,  clerk.  Treasury,  3  days. 
Margaret  E.  Krause^  clerk,  Post  Office,  7  months. 
Alta  B.  LeGear,  clerk.  War,  Air  Service,  9  months. 
Margaret  Lane,  clerk,  Navy,  Steam  Engineering,  9  months  26  days. 
Elizabeth  Mohler,  clerk,  Teasury,  War  Risk,  6  months  9  days. 
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Mrs.  Lucy  B.  McDonnell,  clerk,  Interior,  Mines,  9  months  23  days. 
Henrietta  McKay,  clerk,  Treasury,  War  Risk,  25  days. 
Josephine  O'Donnell,  clerk.  Treasury,  War  Risk,  7  months  12  days. 
Mable  Post,  clerk,  War,  Ammunition,  2  months  4  days. 
Nina  Urner,  clerk,  Government  Printing  Office,  9  months  28  days. 
Kathleen  M.  Watson,  clerk,  War,  Ammunition,  4  months  23  days. 
Nancy  J.  Weeks,  clerk.  Treasury,  Internal  Revenue,  5  months  27  days. 
•Caroline  H.  Wilson,  clerk.  Treasury,  Internal  Revenue,  2  months  7  days. 
Beryl  Wissinger,  clerk.  War,  Ordnance.  4  months  6  daya 

DETAILED  STENOGRAPHIC  AND  CLERICAL  FORCE. 

OFFICE  OF  THE  CLERK  OF  THE  COMMISSION. 

Elsie  E.  King,  clerk.  Federal  Board  for  Vocational  Education,  8  months  19  days. 
JBazel  V.  Payton,  stenographer,  Treasury,  Loans  and  Currency,  4  months  6  days. 
•Gertrude  V.  Reed,  stenographer.  War,  Contract  Administration,  10  months. 

OFFICE  OF  THE  HEADQUARTERS  STAFF. 

Fern  E.  Boland,  stenographer.  W^ar,  Purchase,  Storage  and  Traffic,  10  months 

14  days. 
Dagny  Larsen,  clerk,  War,  Adjutant  General's  Office,  7  months  13  days. 
Vesta  Miller,  stenographer.  War,  Purchase,  Storage  and  Traffic,  10  months  9 

days. 

OFFICE  OF  THE  RESEARCH  DIVISION. 

Marion  Berger.  executive  assistant  and  statistician.  War,  Purchase,   Storage 

and  Traffic,  June  6.  1919,  to  March  12,  1920. 
Mrs.  Ada  Carlson,  stenographer,  Treasury,  Internal  Revenue,  July  17,  1919, 

to  February  28,  1920. 
Amalie  Jensen,  clerk.  Agriculture,  Bureau  of  Markets,  5  days. 
Mrs.  Elizabeth  Sherwoml,  clerk.  Treasury,  Internal  Revenue.  November  1,  1919, 

to  January  13,  1920. 

GENERAL   FORCE. 

IMrs.  M.  A.  Becker,  stenographer.  Navy,  Bureau  of  Operations,  2  months  10 

days. 
•G.  C.  Blackmer,  clerk.  Interior,  Pensions,  12  days. 
•George  Breen.  reporter.  Post  Office. 

IMra.  Verona  Christie,  stenographer.  Navy  Operations,  4  months  19  days. 
Marguerite  Clarke,  typist,  Public  Health,  2  months  24  days. 
Salita  Cooke,  stenographer.  Treasury,  Internal  Revenue,  26  days. 
Mary  Annis  Davis,  stenographer.  Treasury,  War  Savings,  12  days. 
JJora  L.  Davis,  stenographer  and  statistical  clerk.  Treasury,  Internal  Revenue, 

3  months  18  days. 
Hobert  N.  Davis,  dictaphone  operator,  Post  Office,  2  months  10  days. 
Daniel  A.  Gillin,  editor.  Interior,  Geological  Survey,  15  days. 
'Ethel  B.  Hodges,  stenographer,  War,  Air  Service,  7  months  19  days. 
Margaret  Hurley,  clerk,  District  of  Columbia,  Secretary's  Office,  9  months  16 

days. 
.Sue    Kennedy,    stenographer.    Interstate   Commerce,    Stenographic   Bureau,   6 

months. 
James  Mayers,  reporter.  Post  Office  Department 
:Su8le  L.  Merritt,  stenographer,  War,  Purchase,  Storage  and  Traffic,  5  days. 
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Huth  H.  Mirnro.  stenographer.  War,  Adjutant  (renerars  Office,  8  months  16 

dayg. 
<3regDr  McPherson,  reporter,  Treasury,  Assistant  Secretary's  Office. 
Mae  E.  Roberts,  stenographer,  Treasury,  War  Risk,  8  months  4  days. 
Margaret  O.  Rust,  clerk-typist.  Treasury,  Internal  Revenue,  2  months  15  days. 
Bertha  Schell,  stenographer.  Treasury,  War  Risk,  26  days. 
IHsie  Schneider,  stenographer,  State,  Passport  Control,  9  months. 
Btanley  Searle,  editor,  Smithsonian  Institution,  Bureau  American  Ethnology, 

7  days. 
R.  I.  Smith,  Inspector  in  charge,  District  of  Columbia  Water  Department,  4 

months  8  days. 
Ifarian  Thorwarth.  clerk,  Interior,  Geological  Survey,  9  months  20  days. 
C  Bryan  Walker,  dictaphone  operator,   Post  Office,   Postmaster  General,  2 

months  11  days. 

DETAILED  MESSENGER  VOBCE. 

James  Desmond,  messenger,  Agriculture,  Bureau  of  Markets,  8  months  22  days. 

Alton  Dodd,  messenger,  Agriculture,  Chemistry,  8  months  2  day& 

J.  Blton  Eklwards,  messenger,  Agriculture,  Bureau  of  Markets,  1  month  18 

days. 
Whl  I.  Glngell,  messenger,  Agriculture,  Secretary's  Office,  3  months  8  days. 
Marvis  Harris,  motor  cycle.  War,  Quartermaster  Corps,  9  months, 
itmes  S.  Talbert,  messenger,  Agriculture,  States  Relation,  9  months. 


LIST  OF  SUPPLEMENTARY  EXHIBITS. 

In  the  course  of  the  Commi8si<m's  work  it  has  brought  together  & 
large  amount  of  material  which  is  of  much  interest  and  value  in 
connection  with  its  report  and  recommendations,  but  which  can  not 
be  printed  at  this  time.  In  order,  however,  to  make  some  of  the 
more  important  parts  of  this  material  available  for  the  use  of  the 
Congress,  arrangements  have  been  made  to  attach  certain  typed  and 
photostated  supplementary  exhibits  to  the  official  copies  of  the 
Commission's  report  which  are  filed  with  the  Secretary  of  the  Senate 
and  the  Clerk  of  the  House  of  Bepresentatives.  A  list  of  these 
exhibits  follows: 

Bsshibit  A, — Charts  showing  organization  of  establishments  covered  by  tne 
Joint  Commission  on  Reclassiflcation  of  Salaries. 

y^a^hibit  B, — ^Transcripts  of  testimony  and  briefs  submitted  at  the  hearings 
held  by  the  Commission. 

^^xfUbit  C. — Digest  of  arguments  in  support  of  wage  recommendations  pre- 
sented at  the  hearings  held  by  the  Commission. 

^Exhibit  D, — Digest  of  employment  policy  recommendations  presented  at  the 
hearings  held  by  the  Commission. 

"^Exhibit  E. — Schedule  on  outside  wage  data,  with  instructions  to  special 
agents. 

J  Exhibit  F, — Report  of  advisory  committee  on  wage  policy. 
^  Exhibit  G. — Report  of  advisory  committee  on  employment  policy. 

Exhibit  H. — Special  report  of  United  States  PubUc  Health  Service  on  work- 
ing conditions  and  medical  and  surgical  emergency  relief. 

Exhibit  /. — ^Tentative  quantity  and  cost  budgets  for  maintenance,  respec- 
tively, of  a  single  man  and  a  single  woman  In  the  clerical  service  of  the  Govern- 
ment in  Washington  in  health  and  decency.  (Prepared  by  Bureau  of  Labor 
Statistics. ) 

Exhibit  J, — Statistical  tables  concerning  separations  from  the  Government 
service. 

Exhibit  K. — Analysis  by  types  of  the  examinations  given  by  the  U.  S.  Civil 
Service  Commission. 
'^Exhibit  L. — A  history  of  the  Government  clerk. 

Exhibit  M. — Suggestions  regarding  an  employment  policy  as  affecting  the 
public-school  teachers  of  the  District  of  Columbia. 

Exhibit  X. — Extracts  from  letters  from  university  presidents  and  professors 
commenting  on  the  question  of  the  attractiveness  of  scientific  worls  in  the 
Government  service. 

Exhibit  0. — Personnel  of  departmental  central  committees  and  subcommltteea 

Exhibit  P. — Personnel  of  advisory  committees  on  sources  of  wage  data. 

Exhibit  Q. — Personnel  of  advisory  committees  to  arrange  for  presentation  to 
the  Commission  by  administrative  officers  and  employees  of  recommendations 
and  supporting  arguments  as  to  classification,  wage  schedules,  and  certain 
phases  of  employment  policy. 

Exhibit  R. — Tables  prepared  by  the  statistical  division  of  the  Commission's 
staff. 
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PART  II. 

THE  CLASSIFICATION  OF  POSITIONS  AND  THE 
SCHEDULES  OF  COMPENSATION  FOR 
THE  RESPECTIVE  CLASSES. 


Titles  and  Spedficationa  of  Clanes,  induding  Statements 
of  Duties  and  Qualifications  Required  and  of  Principal 
lines  of  Promotion,  and  Proposed  Rates  of  Compensation. 


164010— 30-PT 


LIST  OF  SERVICES  BY  GENERAL  GROUPS. 


Sebvices  In\'Olvinq  Clebical,  Office,  or  Com mebcial  Wobk  :  Pag^ 

1.  Administrative  and  Supervisory  Clerical  Service 5 

2.  Assessor  and  Appraiser  Service 29 

3.  Court  Clerk  and  Docket  Service S4 

4.  Departmental  Publications  and  Information  Service 43 

5.  Fiscal  and  Accounting  Service W 

6.  Mail,  File,  and  Record  Service 87 

7.  Messenger  Service 102 

8.  Miscellaneous  Clerical  Service 106 

9.  Office  Appliance  Operating  Service 112 

10.  Personnel  Service 124 

11.  Specialized  Business  Service 139 

12.  Supply  and  Equipment  Service 155 

13.  Telephone  and  Telegraph  Operating  Service 178 

14.  Typing,     Stenographic,     Correspondence,     and     Secretarial 

Service 185 

SBTICES  IlVVOLVlNQ  THE  SKILLED  TbADES,  MaNUAL  LaBOB,  PUBLIC  SaFETT, 

OB  Related  Wobx  : 

15.  Custodial  and  Janitor  Service 199 

16.  Detention  and  Reformatory  Service 212 

17.  Domestic  Service 221 

la  Engineman  Service 238 

19.  Farm,  Garden,  and  Park  Maintenance  Service 260 

20.  Fire  Service 271 

21.  Investigational  and  Inspectlonal  Service 282 

22.  Marine  Operating  Service 800 

23.  Police  and  Criminal  Investigation  Service 805 

24.  Printing  Trades  Service : 826 

25.  Skilled  Trades  and  Labor  Service 402 

Sbticeb  Involving  Scientifio,  Technical,  Pbofessional,  qb  Subsidiabt 

Wobk: 

26.  Actuarial  Service ,. ^51 

27.  Agricultural  Promotion  and  Bxtenslon  Service 454 

28.  Architectural  Service 467 

29.  Arts  Service 477 

30.  Biological  Science  Service 491 

31.  Chaplain  Service 668 

32.  Community  and  Recreation  Service 569 

33.  Economic  and  Political  Science  Service 576 

34.  Educational  Service 581 

35.  Engineering  Service 615 

36.  Law  and  Examiner  Service 683 

37.  Library  Service 697 

38.  Medical  Science  Service 715 

39.  Nursing  Service x 739 

40.  Patent  Service 749 

41.  Physical  Science  Service 763 

42.  Social  Science  Service 792 

43.  Statistical  Service 815 

44.  Translating  Service 832 
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[ThfM  asterisks  (*  *  *)  in  space  under  **  Compensation  for  Class  *'  in- 
dicate that  the  rate  of  compensation  for  each  position  in  such  class  shall  be 
recommended  to  Congress  by  the  Civil  Service  Commission  after  consultation 
with  the  heads  of  departments  or  independent  establishments  concerned. 
The  recommendation  shall  be  based  upon  a  full  appraisal  of  the  duties  and 
responsibilities  of  the  position  and  its  relation  to  positions  in  similar 
classes;  the  rate  of  compensation  in  each  such  case  to  be  determined  by  the 
Congress.] 


{Where  one  asterisk  (*)  appears  following  the  maximum  suggested  under 
**  Compensation  for  Class  '*  tlie  salary  rate  for  a  position  in  tiiis  class  may 
exceed  the  maximum  with  specific  approval  of  the  Civil  Service  Commission 
and  of  the  Congress.] 
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SERVICES  INVOLVING  CLERICAL,  OFFICE,  OR 

COMMERCIAL  WORK 


1.  THE  ADMINISTRATIVE  AND  SUPERVISORY 

CLERICAL  SERVICE 


This  service  includes  classes  of  positions,  the  dfuties  of  which  are  to  supervise 
or  to  administer  classes  of  positions  which  faU  in  tico  or  more  independent 
clerical  services,  or  which  fall  in  both  clerical  and  other  services,  hut  wMch 
do  not,  for  their  supervision  or  administration,  require  specialized,  profes- 
sional, or  scientific  knowledge. 

GENERAIi  CLASSES : 

Hcsd  Cleik  (Gnmp) 
Jvnior  Clerical  Admlnlatrator  (Gresp) 
Principal  darical  Admlnlitrator  (Groap) 
Haad  Clerical  Admlniatrator  (Groap) 
CUa#  Clerical  Adadaietrator  (Greap) 

.SPECIAL  CliASSES : 

A88ISTA19T  BUKBAU  HBADS 

Aealetaat  Chief,  Bl^esical  Sarrey 

Aflaistant  Chief,  Weather  Bareaa 

Aeaietaiit  CoaiaiiMlener,  General  Land  Oflce 

Aeaistant  Conunleeiener  e<  Indian  Affairs 

Aeaistant  Cemmlealener  ef  Internal  Berenae 

Depaty  Cemmlariener  e<  Internal  Berenae 

Aasistant  CMamiseiener-General  ef  Inunigratien 

Awietant  Director,  National  Park  Senriee 

Aailetant  Director,  Bareaa  at  War  Blik  laeonnce 

Depaty  Conuaieeiener  of  Narication 

Depaty  Cemmiesioner  of  Peneiene 

Depaty  Saperviainff  Inspector  General,  Steamboat-Inspection  Serrice 

BUBBAU   AND  OFFICB  HEAI>S 

Commisrioner-General  e<  Immigration 

Commissioner  e<  tlic  Goieral  Land  Office 

Coouaissiener  of  Indian  Affairs 

Commissioner  e<  Internal  Berenae 

Commissioner  ef  NaVicatlea 

Comaslsslon^  ef  Pensions 

Director,  Coanefl  of  National  Defense 

Director,  Consalar  Senriee 

Director  of  tlie  Mint,  Treasary  Department 

Director,  Bareaa  of  War  Bisk  Insarance 

Director,  National  Park  Serrice 

Federal  Prehibitien  Commissioner 

Saperintendent  of  Weights,  Measares,  and  Markets— District  ef  Colambia 

Adicinistbativs  Skcbbtajubs 

Secretary,  CItU  Senriee  Comndssion 
Secretary,  Federal  Farm  Loan  Beard 
Secretary,  Federal  Beseire  Beard 
Secretary,  Federal  Trade  Commission 
,  Seciiietary,  Interstate  Commerce  Coauaission 
Secretary.  United  States  Tariff  Conualsalon 
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A8SI8T1.NT  HBADS  OF  DflPABTMBNTS 
Assutaat  Secretary  of  Commerce 

Afliistant  Seeretenr  of  the  Interier 
Pint  Aseistant  Secretary  of  tke  Interior 

Aflsiatant  Secretary  of  Labor 

AMlstaiit  Secretary  of  the  Nary 

FoarUi  Anriataat  Poatmaater  General 
TUrd  Aiahitant  Postmaater  General 
Second  Aaaiatant  Poatmaatcr  General 
Pint  Aaalfltant  Poitmaster  General 

ThM  Aaaiatant  Secretary  of  State 
Second  Aealatant  Secretary  of  State 
Pint  Aaaiatant  SecreUry  of  SUte 
Underaeeretary  of  State 

I 

Aaaiatant  Seeretary  of  the  Treaanry  <In  charto  of  Caatoma) 

Aaaiatant  Secretary  of  the  Treaanry  (In  charge  of  Mlacellaneona  Bnreaas) 

Aaaiatant  Secretary  of  the  Treaanry  (In  charge  of  Ftocal  Bareana) 

Aaaiatant  Secretary  of  the  Tteaanry  (In  charge  of  Internal  Bevenne  and  War  Rlak 

Inaurance  Bnreaaa) 
Aaaiatant  Secretary  of  the  Treaanry  (In  charge  of  Foreign  Loan  Bnrean) 

Aaaiatant  Secretary  of  War 


GENERAL  CLASSES 


Name  of  Gboitp  of  Glasses  : 

HEAD  CLERK  1 

Titles  of  Typical  Classes  in  Gboup: 

Head  Clerk  (Bureau  of  Crop  Estimates) 

Head  Clerk  (Office  of  Treasurer,  United  States  Soldiers'  Home) 

Head  Clerk  (Office  of  Superintendent,  State,  War,  and  Navy  Buildings) 

Specifications  of  Classes  in  Group 
Duties: 

To  perform  highly  responsible  work  requiring  mature  judgment  and  broad 
experience,  in  the  execution  of  one  of  the  following  functions: — (1)  to  super- 
vise a  large  group  or  section  of  employees  engaged  in  simple  miscellaneous 
clerical  work;  (2)  to  administer  one  of  the  smallest  types  of  clerical  organiza- 
tions performing  a  variety  of  clerical  work;  or  (3)  independently  to  serve  as 
executive  assistant  to  a  Clerical  Administrator;  or  (4)  to  perform  other  excep- 
tionally responsible  clerical  work ; — and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  and  proven  ability  in  work  similar  to  that  of  a 
Principal  Clerk;  broad  knowledge  of  office  organization  and  procedure;  and 
administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  specialized  knowledge  of  clerical  work  and  pro- 
cedure similar  to  that  of  the  organization  in  which  the  work  is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:    Principal  Clerk. 

To:  Junior  Clerical  Administrator. 

Compensation  for  Classes  in  Group 

Annual:  $240(M252a-$2e40-^2760 
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Naick  of  Gboup  ov  Classes  : 

JUNIOR  CLERICAL  ADMINISTRATOR 

O 

Titles  of  Typical  Classes  nr  Gboitp  :  .w 

Junior  Clerical  Administiator  (Office  of  Jndge  AdTOcate  General  of  the 

Army) 
Junor  Clerical  Administrator  (Executiye  Division^  Geological  Soxrey) 
Jonior  Clerical  Administrator  (Office  of  Comptroller  of  the  Currency) 

Specifications  of  Classes  in  Group 
Duties: 

Under  direction — (1)  to  haTe  general  supervision  over  the  clerical  em- 
ployees and  the  general  flies,  mall,  and  records  of  an  Independent  Government 
establishment,  or  bureau,  office  or  other  departmental  organleatlon  with  a  rela- 
tively small  clerical  personnel;  or  (2)  to  serve  as  the  administrative  head  of 
a  small  division  or  other  administrative  branch  of  a  bureau  or  office,  requiring 
a  high  degree  of  ability  and  specialization,  and  the  exercise  of  a  high  order  of 
independent  Judgment ; — ^In  some  cases,  to  formulate  administrative  methods 
and  procedure,  certify  pay  rolls,  administer  appropriations,  and  to  supervise 
the  procurement  and  issue  of  equipment  and  supplies,  the  preparation  of  esti- 
mates and  reports,  and  the  maintenance  and  protection  of  buildings  and  prop- 
erty; and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented' by  graduation  from  high  school;  not 
less  than  three  years'  successful  experience  in  Government  clerical  work  In  a 
responsible  supervisory  capacity;  thorough  knowledge  of  Government  pro- 
cedure and  of  modem  office  methods ;  knowledge  of  Civil  Service  laws  and  re- 
<iuirements;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work,  functions,  and 
procedure  of  the  bureau  or  office  in  which  the  work  is  performed,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Head  Clerk. 

To  Principal  Clerical  Administrator. 

Compensation  for  Classes  in  Group 


Kaice  of  Gboitp  of  Classes  : 

ADMINISTRATOR 

O 


PRINCIPAL  CLERICAL  ADMINISTRATOR  o, 


Titles  of  Typicai.  Classes  in  Gboup  : 

Principal  Clerical  Administrator  (Bureau  of  Navigation,  Nary  Department) 

Principal  Clerical  Administrator  (Bureau  of  Animal  Industry) 

Principal  Clerical  Administrator  (Office  of  First  Assistant  Postmaster  Gen- 

enl) 

Specifications  of  Classes  in  Group 
Duties: 

« 

Under  direction — (1)  to  be  responsible  for  the  administration  of  the  clerical 
and  general  business  affairs  of  a  bureau  or  office  which  requires  a  fairly  large 
clerical  organization,  or  which  by  reason  of  the  complexity  or  the  centralized 
control  of  its  work  entails  In  its  business  management  considerable  adminis- 
trative responsibility,  and  to  have  administrative  supervision  over  the  clerical 
and  sub-clerical  or  other  employees  thereof,  or  (2)  to  serve  as  assistant  to  the 
head  of  a  bureau  or  office,  or  to  a  chief  or  head  clerical  administrator,  with 
complete  or  partial  administrative  supervision  over  the  personnel  of  the 
bureau  or  office,  or  (8)  as  the  administrative  head  of  a  division  or  other 
onit,  to  direct,  supervise,  or  to  perform  work  entailing  considerable  adminis- 
trative or  substantive  responsibility ; — ^In  connection  with  one  of  the  foregoing 
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functions,  to  direct,  supervise,  or  perform  such  work  as  formulating  adminis- 
trative procedure  or  action,  arranging  hours  of  labor,*  allotting  tasks,  and 
maintaining  discipline,  passing  on  administrative  problems,  administering  ap- 
propriations, enforcing  general  regulations,  directing  the  maintenance  and 
protection  of  buildings  or  other  property,  the  procurement  and  issue  of  sup- 
plies and  equipment,  and  the  compiling  or  preparation  of  annual  or  other  reports, 
or  of  estimates  of  appropriations;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
and  preferably  by  graduation  with  a  degree  from  an  institution  of  recognized 
standing;  not  less  than  four  years*  successful  experience  In  Government  work 
in  a  responsible  supervisory  capacity;  intimate  knowledge  of  the  structure 
of  the  Government,  the  laws  and  practices  affecting  the  departmental  service, 
the  laws  relating  to  appropriations,  expenditures,  and  accounting,  and  Civil 
Service  laws  and  requirements;  and  administrative  ability. 

Special  Qnalificationa: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work,  functions,  and 
procedure  of  the  organization  in  which  the  work  is  performed,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Junior  Clerical  Administrator. 
To :  Head  Clerical  Administrator. 

Compensation  for  Classes  in  Group 


Name  of  Gboxtps  of  Ciasses  : 

HEAD  CLERICAL  ADMINISTRATOR 

Titles  of  Typical  Classes  in  Gboup:  ■ 

Head  Clerical  Administrator  (Department  of  Commerce) 
Head  Clerical  Administrator  (Division  of  Rural  Mails,  Post  Office  Depart- 
ment) 
Head  Clerical  Administrator  (Office  of  Supervising  Architect) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction — (1)  to  be  responsible  for  the  administration  of  the 
clerical  affairs  and  the  general  business  operations  of  a  department,  bureau, 
or  independent  establishment  which  requires  a  large  clerical  organization, 
or  which,  by  reason  of  the  complexity  or  centralized  control  of  its  work, 
entails  broad  administrative  responsibility  in  Its  clerical  and  business  manage- 
ment, and  to  have  general  supervision  over  the  clerical  and  subclerical  or 
other  employees  of  the  department  or  establishment,  or  (2)  as  administrative 
assistant  to  the  head  of  a  department  or  large  bureau,  or  (3)  as  the  administra- 
tive head  of  a  division  or  other  unit,  to  direct  work  entailing  broad  administra- 
tive or  substantive  responsibility,  and  to  have  administrative  or  direct  super- 
vision over  clerical  and  subclerical  employees  of  the  organization  to  which 
assigned; — in  connection  with  one  of  the  foregoing,  to  direct,  supervise,  or 
perform  such  work  as  the  following:  formulating  administrative  procedure 
or  action,  arranging  hours  of  labor,  allotting  tasks,  and  maintaining  discipline, 
administering  appropriations,  enforcing  general  regulations,  directing  the 
maintenance  and  protection  of  buildings  or  other  property,  the  procurement 
and  issue  of  equipment  and  supplies,  and  the  compiling  or  preparation  of  annual 
or  other  reports,  or  of  estimates  of  appropriations;  and  to  perform  other  re- 
lated woric 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  five  years'  successful  ex- 
perience in  Government  work  in  an  administrative  or  other  responsible  capac- 
ity; intimate  knowledge  of  the  structure  of  the  Government,  the  laws  and 
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practices  affecting  the  departmental  service,  the  laws  relating  to  appropria- 
tions, expenditures,  and  accounting,  and  Civil  Service  laws  and  requirements; 
and  administrative  ability  of  a  high  order. 

Special  QuaMfieations: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work,  functions,  and 
procedure  of  the  organization  in  which  the  work  is  performed,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Principal  Clerical  Administrator. 
To :  Chief  Clerical  Administrator. 

Compensation  for  Classes  in  Group 


Xam£  of  Gbouf  of  Classes  : 

CHIEF  CLERICAL  ADMINISTRATOR 

Titles  of  Ttpical  Classes  in  Gbouf:  ^     , 

Chief  Clerical  Administrator  (War  Department) 
Cliief  Clerical  Administrator  (Treasury  Department) 

Chief  Clerical  Administrator  (Division  of  Postal  Savings,  Post  Office  Depart- 
ment) 

Specifications  of  Classes  in  Group 

Duties: 

Subject  to  geeral  administrative  direction — (1)  to  be  responsible  for  the  ad- 
ministration of  the  clerical  affairs  and  the  general  business  operations  of  one 
of  the  largest  departments,  which  requires  an  extensive  clerical  organization 
and  which,  by  rea>on  of  the  complexity  or  centralized  control  of  its  work, 
entails  the  broadest  administrative  responsibility  in  its  clerical  and  business 
management,  and  to  have  general  supervision  over  the  clerical  and  subclerical 
or  other  employees  of  the  department;  or  (2)  as  administrative  assistant  in 
charge  of  one  or  more  branches  of  a  large  department  or  bureau,  or  (3)  as 
the  administrative  head  of  an  important  division  or  other  unit,  entailing  the 
broadest  administrative  or  substantive  responsibility,  to  supervise  all  the  worlc 
and  employees  of  the  branches  or  organization  to  which  assigned; — ^in  con- 
nection with  one  of  the  foregoing,  to  direct,  supervise,  or  perform  such  work 
as  the  following:  formulating  administrative  procedure  or  rules,  making  rec- 
ommendations regarding  matters  of  departmeut  or  office  policy  and  organiza- 
tion, arranging  hours  of  work  for  employees,  maintaining  discipline  and  allot- 
ting tasks,  pas  Jng  upon  difficult  administrative  problems,  administering  ap- 
propriations, enforcing  general  regulations,  directing  the  maintenance  and 
protection  of  buildings  or  other  property,  the  procurement  and  Issue  of  equip- 
ment and  supplies,  and  the  compiling  or  preparation  of  annual  or  other  re- 
ports, or  of  estimates  or  appropriations ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institntion  of  recognized  standing ;  not  less  than  six  years*  successful  experience 
in  Government  work  in  an  administrative  or  other  responsible  capacity ;  inti- 
mate knowledge  of  the  structure  of  the  Government,  the  laws  and  practices 
affecting  the  departmental  service,  the  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  Civil  Service  laws  and  requirements;  and  adminls- 
trative  ability  of  a  high  order. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work,  functions,  and 
procedure  of  the  organization  in  which  the  work  is  performed,  as  indicated  by 
the  tftle  of  that  class. 

Principal  Lines  of  Promotion 

From :  JHead  Clerical  Administrator. 

Compensation  for  Classes  in  Group 
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ASSISTANT  BUREAU  HEADS  ' 
Title  of  Class: 

ASSISTANT  CHIEF,  BIOLOGICAL  SURVEY 

Specifications  of  Class  C\ 

Duties:  " 

To  assist  In  directing  the  general  business  administration  and  regulatory 
work  of  the  Bureau  of  Biological  Survey,  and  to  act  for  the  administrative 
head  of  the  bureau  in  his  absence;  to  have  general  supervision  of  expense 
accounts,  vouchers,  pay  rolls,  and  requisitions  for  property  and  equipment; 
to  sign  such  mall  as  may  be  directed;  and  to  perform  other  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  preferably  by  graduation  with  a  degree  from  an  Institution  of  recognized 
standing;  not  less  than  five  years'  successful  experience  in  an  administrative 
capacity  in  the  work  of  the  Department  of  Agriculture,  or  its  equivalent  in 
professional  or  commercial  experience;  familiarity  with  the  structure  of  the 
Government,  with  the  laws  relating  to  appropriations,  expenditures,  and  ac- 
counting, and  with  Civil  Service  laws  and  regulations;  and  administrative 
ablity  of  a  high  order. 

Compensation  for  Class 


Title  of  Glass: 

ASSISTANT  CHIEF,  WEATHER  BUREAU 

Specifications  of  Class  I 

Duties: 

To  assist  In  the  general  administration  of  the  Weather  Bureau  by  perform- 
ing such  executive  and  administrative  work  as  may  be  assigned  by  the  Chief 
of  the  Bureau ;  and  to  act  for  him  in  his  absence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation,  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  five  years'  successful  ex- 
perience in  an  administrative  capacity  in  the  work  of  the  Weather  Bureau  or 
equivalent  Government  or  business  experience;  familiarity  with  the  structure 
of  the  Government,  with  the  laws  relating  to  appropriations,  expenditures, 
and  accounting,  and  with  the  Civil  Service  laws  and  regulations ;  and  adminis- 
trative ability  of  a  high  order. 

Compensation  for  Class 


TnxE  OT  Class: 

ASSISTANT  COMMISSIONER,  GENERAL  LAND  OFFICE 

Specifications  of  Class  Q 

Duties:  O 

To  assist  in  the  administration  of  the  General  Land  Office  by  performing  such 
executive  and  administrative  work  as  may  be  delegated  by  the  Commissioner; 
and  to  act  for  him  in  his  absence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  statiding;  not  less  than  six  years*  successful  expe- 
rience in  an  administi'ative  capacity  in  the  work  of  the  General  Land  Office,  or 
equivalent  experience;  knowledge  of  law,  preferably  land  law;  familiarity 
with  the  structure  of  the  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations; 
and  administrative  ability  of  a  high  order. 

Compensation  for  Class 
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Title  of  Ciass  : 

ASSISTANT  COMMISSIONER  OF  INDIAN  AFFAIRS 

Specilleatioiifl  of  Class  (j 

Duties:  ^^ 

To  assist  in  the  administration  of  the  Indian  Service  by  performing  such 
executive  and  administrative  work  as  may  be  delegated  by  the  Commissioner  of 
Indian  Affairs,  and  to  act  for  him  in  his  absence;  to  consider  and  pass  upon 
iDdian  school  matters ;  to  supervise  the  preparation  of  estimates  for  the  Indian 
Service ;  to  have  general  supervision  of  legislative  matters  and  probate  work  of 
the  Indian  Bureau;  to  consider  and  pass  upon  oil  and  gas  lease  matters  on 
Indian  reservations;  to  supervise  In  part  the  purchase  of  goods  and  supplies 
for  the  Indian  Service ;  and  to  perform  other  related  work. 

Qaslificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing;  not  less  than  six  years'  successful  ex- 
perience in  an  administrative  capacity  In  the  Indian  Service,  or  equivalent 
Government  or  business  experience;  preferably  knowledge  of  law;  familiarity 
with  the  structure  of  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  a  high  order. 

Compensation  for  Class 


TnxE  OF  Class: 

ASSISTANT  COMMISSIONER  OF  INTERNAL  REVENUE 

Speeifieatioiis  of  Class  1  n 

Duties:  JL  I' 

To  assist  in  the  administration  of  the  Internal  Revenue  Service  by  perform- 
ing such  executive  and  administrative  work  as  may  be  assigned  by  the  Com- 
missioner of  Internal  Revenue ;  and  to  act  for  him  in  his  absence. 

QsalifiGations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or,  preferably,  by  graduation  with  a 
degree  from  a  recognized  law  school ;  not  less  than  six  years*  successful  expe- 
rience in  an  administrative  capacity  in  the  Internal  Revenue  Service,  or  equiva- 
lent Government  or  business  experience;  thorough  familiarity  with  Internal 
Kevenue  laws  and  regulations;  familiarity  with  the  structure  of  the  Govern- 
ment, with  the  laws  relating  to  appropriations,  expenditures,  aiid  accounting, 
and  with  Civil  Service  laws  and  regulations;  and  administrative  ability  of 
a  high  order. 

Compensation  for  Class 


Trrus  of  Class  : 

DEPUTY  COMMISSIONER  OF  INTERNAL  REVENUE 

Speeifieatioiis  of  Class  1  1 

Duties:  1 JL 

Under  the  Commissioner,  to  have  supervision  of  such  branches  of  work  of 
the  Internal  Revenue  Bureau  as  may  be  assigned;  and  to  perform  otlier 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  not  less  than  six  years*  successful  expe- 
rience in  a*  responsible  capacity  in  the  Internal  Revenue  Service;  thorough 
knowledge  of  Internal  Revenue  laws  and  regulations;  familiarity  with  the 


12  REGLASSIFICATIOK  COMMISSION  BEPOBT — PABT  H. 

structure  of  the  Govemment,  with  the  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  a  high  order. 

Compensation  for  CIebb 

•     •     • 


TrTi.E  OF  Class  : 

ASSISTANT  COMMISSIONER  GENERAL  OF  IMMIGRATION 

Specifications  of  Class  i  9 

Duties:  I C 

Under  the  Commissioner  General  of  Inunlgration,  to  be  responsible,  as  chief 
clerk  of  the  Immigration  Bureau,  for  the  administration  of  the  clerical  and 
general  business  affairs  of  the  Bureau ;  to  assist  in  the  administration  of  the 
immigration  Service  by  performing  such  work  as  may  be  delegated  by  the 
Commissioner-General,  and  to  act  for  him  in  his  absence;  to  sign  mail  an<} 
review  cases ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or,  preferably  graduation  with  a  degree 
from  a  recognized  law  school;  not  less  than  five  years'  successful  experience 
in  an  administrative  capacity  in  the  Immigration  Service,  or  equivalent  Gov- 
ernment or  commercial  experience;  familiarity  with  the  structure  of  the  Gov- 
ernment, with  the  laws  relating  to  appropriations,  expenditures,  and  accounting, 
and  with  Civil  Service  laws  and  regulations;  and  administrative  ability  of 
a  high  order. 

Compensation  for  Class 


Title  of  Class  : 

ASSISTANT  DIRECTOR,  NATIONAL  PARK  SERVICE  ,^ 

Specifications  of  Class  -LO 

Duties: 

To  assist  in  the  administration  of  the  National  Park  Service  by  performing 
such  work  as  may  be  delegated  by  the  Director,  and  to  act  for  him  in  his  ab- 
sence; to  prepare  or  supervise  the  preparation  of  legislation  and  reports  to 
Congress  on  the  work  of  the  National  Park  Service ;  to  assist  in  preparing  and 
compiling  annual  reports ;  to  compile  or  assist  in  compiling  estimates  of  appro- 
priations; to  visit  national  parks,  reservations,  and  other  places  under  the 
jurisdiction  of  the  Park  Ser\4ce,  for  the  purpose  of  gathering  data  for  their 
proper  administration  for  reports  for  estimates  of  appropriations,  and  for  the 
purpose  of  considering  legal  matters  relating  to  the  utilities  and  improvement 
contracts ;  to  attend  to  publicity  matters ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  by  graduation  with  a  degree  from  an  institution  of  recognized  stand- 
ing ;  not  less  than  five  years*  experience  in  the  National  Park  Service,  or  equiva- 
lent experience ;  familiarity  with  the  structure  of  the  Govemment  with  the  laws 
*  relating  to  appropriations,  expenditures,  and  accounting,  and  with  Civil  Service 
laws  and  regulations ;  and  administrative  ability  of  a  high  order. 

Compensation  for  Class 

•     •     • 


Title  of  Class  : 

ASSISTANT  DIRECTOR,  BUREAU  OP  WAR  RISK  INSURANCE 

Specifications  of  Class  ^    1 

Duties:  JL  4- 

Under  the  director,  to  have  supervision  of  such  branches  of  work  of  the 
Bureau  of  War  Risk  Insurance  as  may  be  assigned ;  and  to  perform  other  re- 
lated work. 
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QaafificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  by  graduation  with  a  degree  from  an  institution  of  recognized  stand- 
ing ;  not  less  than  five  years'  successful  exi>erlence  in  a  managerial  capacity  in 
the  insurance  business  or  equivalent  exi>erience;  thorough  knowledge  of  the 
War  Risk  Insurance  laws  and  regulations;  familiarity  with  the  structure  of 
the  Government,  with  the  laws  relating  to  appropriations,  expenditures  and 
accounting,  and  with  Civil  Service  laws  and  regulations;  and  administrative 
ability  of  a  high  order. 

Compensation  for  Class 


Title  of  Class: 

DEPUTY  COMMISSIONER  OF  NAVIGATION  ^  ^ 

Spedfications  of  Class    . 
Duties: 

To  have  charge  of  the  Bureau  of  Navigation  in  the  absence  of  the  commis- 
sioner; to  have  general  direction  of  administrative  details  in  the  bureau  and 
the  field  service;  to  draft  general  instructions  for  service  under  the  bureau; 
to  consider  consular  questions  relating  to  ships  and  crews;  to  have  exclusive 
direction  of  the  administration  of  motor-boat  laws  and  of  operations  of  the 
bureau*s  patrol  motor  voxels  enforcing  navigation  laws  and  aiding  in  internal- 
revenue  tax  collections;  to  supervise  oflicial  correspondence;  to  prepare  esti- 
mates of  appropriations ;  and  to  perform  other  related  work. 


Training  equivalent  to  that  represented  by  graduation  from  high  school, 
and  preferably  by  graduation  with  a  degree  from  an  institution  of  recognized 
standing;  not  less  than  five  years'  successful  experience  in  an  administrative 
capacity  in  the  work  of  the  Bureau  of  Navigation,  or  equivalent  Government 
or  business  experience;  general  knowledge  of  the  laws  governing  navigation, 
steamboat  inspection,  and  radio  telegraphy ;  familiarity  with  the  structure 
of  the  Government,  with  the  laws  relating  to  appropriations,  expenditures,  and 
accounting,  and  with  Civil  Service  laws  and  regulations;  and  administrative 
ability  of  a  high  order. 

Compensation  for  Class 

•     •     • 


Title  or  Class: 

DEPUTY  COMMISSIONER  OF  PENSIONS  1  /  > 

Spedllcmtioni  of  Class 

Duties: 

To  assist  in  the  administration  of  the  Bureau  of  Pensions  by  performing 
such  executive  and  administrative  w.ork  as  may  be  delegated  by  the  Commis- 
sioner of  Pensions,  and  to  act  for  him  in  his  absence;  to  have  special  super- 
vision over  the  business  arising  in  the  Army  and  Navy  Division,  Civil  War 
Division,  Record  Division,  Certificate  Division,  and  Disbursing  Division  of  the 
Bureau ;  to  review  claims  and  pass  on  questions  of  title ;  and  to  perform  other 
related  work. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  law  school  of  recognized  standing ;  not  less  than  five  years'  successful  experi- 
ence in  an  administrative  capacity  in  the  work  of  the  Bureau  of  Pensions  or 
In  the  practice  of  pension  law ;  familiarity  with  the  structure  of  the  Govern- 
mait,  with  the  laws  relating  to  appropriations,  exi>endltures,  and  account- 
ing, and  with  Civil  Service  laws  and  regulations;  and  administrative  ability 
of  a  high  order. 

Compensation  for  Class 
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Title  of  Class: 

DBPtTTY     SUPERVISING     INSPECTOR     GENERAL,     STEAMBOAT- 
INSPECTION  SERVICE 

Spedficmtions  of  Class  -4  ^ 

Duties:  J.  i 

Under  direction  of  the  Supervising  Inspector  General,  to  direct  tlie  operations 
of  the  Steamboat  Inspection  Service,  and  to  act  for  him  In  his  absence;  Xfy 
supervise  the  clerical  work  and  to  have  entire  charge  of  the  correspondence 
of  the  office  of  the  Supervising  Inspector  General ;  to  have  charge  of  the  per- 
sonnel of  the  central  office  and  of  the  field  service ;  to  make  necessary  Journeys- 
to  the  several  districts  of  the  Steamboat  Inspection  Service;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and* 
preferably  by  graduation  with  a  degree  from  an  institution  of  recognized  standi 
ing ;  not  less  than  five  years'  successful  experience  in  an  administrative  capacity 
in  the  work  of  the  Steamboat  Inspection  Service,  or  equivalent  Government  or 
business  experience;  knowledge  of  law  and  familiarity  with  legal  prof::edure; 
familiarity  with  the  structure  of  the  (Government,  with  the  laws  relating  to- 
approprlatlons,  expenditures,  and  accounting,  and  with  Civil  Service  laws  and 
regulations;  and  administrative  ability  of  a  high  ordar. 

Compensation  for  Class 


BUREAU  AND  OFFICE  HHAD& 
TiTLB  OF  Class: 

COMMISSIONER-GENERAL  OF  IMMIGRATION  j[  g 

Spedfleatloiui  of  Class 

Duties: 

To  be  responsible,  under  the  Secretary  of  Labor,  for  the  direction  and  con- 
trol of  the  work  and  employees  of  the  Bureau  of  Immigration;  to  supervise 
the  administration  of  the  Immigration  and  the  Chinese  exclusion  laws;  to- 
administer  the  appropriation  for  expenses  of  regulating  Immigration;  to 
direct  investigations  and  prosecutions  of  alleged  violations  of  the  immigration^ 
Chinese  exclusion,  and  alien  contract-labor  laws;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  law  school  of  recognized  standing;  extended  experience  in  the  work  of  the 
Bureau  of  Immigration,  or  its  equivalent  In  the  practice  of  law  with  an  in- 
timate knowledge  of  Immigration  laws;  familiarity  with  the  structure  of  tiie 
Government,  with  the  laws  relating  to  appropriations,  expenditures,  and  ac- 
counting, and  with  Civil  Service  laws  and  regulations;  and  administrative 
ability  of  the  highest  order. 

• 
Compensation  for  Class 


Title  of  Class: 

COMMISSIONER  OF  THE  GENERAL  LAND  OFFICE 

Spedfieations  of  Class  ^  ^ 

Duties: 

To  be  responsible,  under  the  First  Assistant  Secretary  of  the  Interior,  for  the 
direction  <Mnd  supervision  of  the  Land  Service  of  the  United  States;  to  execute 
&11  laws  relating  to  the  surveying,  prospecting,  locating,  appropriating,  entering, 
sale,  reconveylng,  leasing,  and  patenting  of  public  lands,  the  granting  of  permits 
and  rights  of  way  thereover,  and  the  execution  of  land  grants  and  orders  of 
withdrawal  and  restoration;  to  adjudicate  conflicting  claims  to  public  lands; 
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to  construe  and  apply  the  public  land  laws  and  to  formulate  rules  and  regula- 
tions for  the  operation  and  administration  thereof ;  to  supervise  and  direct  the 
investigation  of  frauds  committed  in  the  acquisition  of  public  lands,  and  to 
institute  proceedings  against  land  en  try  men,  for  the  disbarment  of  attorneys, 
for  the  conoellation  of  patents,  or  for  criminal  prosecution;  to  appoint  the 
clerical  force  in  subsidiary  offices  and  to  recommend  all  other  appointments ;  to 
supervise  the  preparation  of  estimates  for  appropriations  for  the  Public  Land 
Service ;  to  formulate  public  land  legislation  for  submission  to  the  Secretary  of 
the  Interior;  to  prepare  or  pass  upon  reports  of  public  land  legislation  pending 
in  GcHigTess;  to  represent  the  General  Land  Office  before  Ooipmittees  of  Con- 
gress ;  to  keep  informed  on  questions  pertaining  to  the  use  by  the  Government  of 
the  public  lands  and  natural  resources,  and  advise  on  questions  of  practice  and 
policy;  and  to  perform  other  related  work. 

Qiialificatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
law  school  of  recognised  standing;  extended  experience  in  the  work  of  the 
General  Land  Office,  or  its  equivalent  in  the  general  practice  of  law,  including 
pnblic  land  law;  familiarity  with  the  structure  of  the  Government,  with  the 
laws  relating  to  appropriations,  expenditures,  and  accounting,  and  with  Civil 
Service  laws  and  regulations ;  and  administrative  ability  of  the  highest  order. 

Compensation  for  Class 


^0 


Tftlb  of  GukBs: 

COMMISSIONER  OF  INDIAN  AFFAIRS 

Spedficmtioiis  of  Class 
Duties: 

To  be  responsible,  under  the  Assistant  Secretary  of  the  Interior  for  the 
nlrectlon  and  supervision  of  the  activities  of  the  Office  of  Indian  Affairs;  to 
have  administrative  and  executive  control,  in  matters  of  education,  lands, 
moneys,  schools,  purchases  of  supplies,  and  general  welfare,  relating  to  tlie 
Indian  tribes  of  the  United  States  exclusive  of  Alaska;  and  to  perform  other 
related  work. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  law  school  of  recognized  standing;  extended  exi)erience  in  the  work  of  the 
Office  of  Indian  Affairs  or  its  equivalent  in  Government,  professional,  or  com- 
mercial work,  Involving  large  financial  responsibilities;  familiarity  with  the 
structure  of  the  Government,  with  the  laws  relating  to  appropriations,  ezpendl- 
tiues,  and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and  admlnis* 
trative  ability  of  the  highest  order. 

Compensation  for  Class 

•     «     • 
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TrruB  OF  Class  : 

COMMISSIONER  OF  INTERNAL  REVENUE 

Specifications  of  Class 
Duties: 

To  be  responsible,  under  an  Assistant  Secretary  of  the  Treasury,  for  the 
direction  and  control  of  the  work  and  employees  of  the  Bureau  of  Internal 
Revenue;  to  have  general  supervision  of  the  collection  of  Internal  Revenue 
taxes,  the  enforcement  of  Internal  Revenue  laws,  the  appointment  of  Internal 
Revenue  employees,  and  the  comi)ensatlon  and  duties  of  inspectors,  agents, 
and  other  subordinate  officers;  to  have  supervision  of  the  preparation  and  dis- 
tribution of  hydrometers,  stamps,  forms,  blanks,  stationery,  and  pamphlets  or 
circulars  of  Instructions  or  regulations;  and  to  perform  other  related  work. 

QuaMcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or,  preferably,  by  graduation  with  a 
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degree  from  a  recognized  law  school;  extended  experience  In  the  work  of  the 
Internal  Revenue  Service,  or  equivalent  Government  or  commercial  experience ; 
thorough  knowledge  of  Internal  Revenue  laws  and  regulations;  familiarity 
with  the  structure  of  the  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Title  of  Class: 

COMMISSIONER  OF  NAVIGATION 

Spedfications  of  Class  2,w 

Duties: 

To  be  responsible,  under  the  Secretary  of  Commerce,  for  the  direction  and 
control  of  the  work  and  employees  of  the  Bureau  of  Navigation ;  to  have  gen- 
eral supervision  of  the  commercial  marine  and  merchant  seamen  of  the  United 
States,  except  as  they  may  be  subject  to  the  jurisdiction  of  other  officers  of 
the  Government ;  to  decide  questions  as  to  ships'  registers,  admeasurement,  and 
tonnage  tax;  to  investigate  the  operation  of  navigation  laws  and  recommend 
Improvements  or  amendments  thereof ;  to  enforce  the  navigation  and  steamboat- 
inspection  law,  and  the  laws  governing  radio  communication;  and  to  perform 
other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  by  graduation  with  a  degree  from  an  institution  of  recognized  stand- 
ing; extended  experience  in  the  work  of  the  Bureau  of  Navigation,  or  equiva- 
lent Government  or  business  experience;  practical  knowledge  of  shipping  op- 
erations, and  thorough  knowledge  of  laws  governing  navigation,  steamboat 
Inspection,  and  radio  telegraphy ;  familiarity  with  the  structure  of  the  Govern- 
ment, with  the  laws  relating  to  appropriations,  expenditures,  and  accounting, 
and  with  Civil  Service  laws  and  regulations;  and  administrative  ability  of  the 
highest  order. 

Compensation  for  Class 


23 


Title  of  Class: 
COMMISSIONER  OF  PENSIONS 

Specificationa  of  Class 
Daties: 

To  be  responsible,  under  the  Assistant  Secretary  of  the  Interior,  for  the 
direction  and  control  of  the  work  and  employees  of  the  Bureau  of  Pensions; 
to  supervise  the  examination  and  adjudication  of  all  claims  arising  under 
Federal  laws  granting  pensions  on  account  of  service  In  the  Army  or  Navy 
rendered  Wholly  prior  to  October  6,  1917,  claims  for  reimbursement  for  the 
expenses  of  the  last  sickness  and  burial  of  deceased  pensioners,  and  claims 
for  bounty-land  warrants  based  upon  military  or  naval  service  rendered  prior 
to  March  3,  1855 ;  and  to  perform  other  related  work. 

Qualificatioiur: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
law  school  of  recognized  standing;  extended  experience  in  the  work  of  the 
Bureau  of  Pensions,  or  in  the  practice  of  pension  law;  familiarity  with  the 
structure  of  Government,  with  the  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and  admin- 
istrative ability  of  the  highest  order. 

Compensation  for  Class 

•     *     • 
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Title  of  Glass: 

DIRECTOS,  COUNCIL  OP  NATIONAL  DEFENSE  ^ 

Spedflcations  of  CUum  ^"^ 

Duties: 

Under  the  chairman,  to  exercise  administrative  direction  of  the  work  and 
employees  of  the  Council  of  National  Defense  and  the  Advisory  Commission, 
and  of  the  work  of  the  various  boards,  committees,  and  State,  county,  munici- 
pal, and  community  councils  of  defense  throughout  the  United  States;  and  to 
perform  other  related  work. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  not  less  than  five  years'  successful  business 
experience  in  a  managerial  or  other  responsible  capacity,  or  equivalent  Govern- 
ment experience ;  and  administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Title  oy  Class: 

DIRECTOR,  CONSULAR  SERVICE 

of  Class  ^^ 

To  be  responsible  to  the  Secretary  of  State  for  the  direction  of  the  activities 
of  the  Consular  Service,  Involving  the  administrative  supervision  of  all  con- 
sular officers  of  the  United  States  Government,  including  the  appointment,  pro- 
motion, and  retirement  of  the  personnel,  the  care  of  property,  the  control  of 
allotments,  and  the  expenditure  of  money;  to  supervise  the  Trade  Adviser's 
Office ;  to  act  as  legislative  representative  of  ,the  Secretary  of  State  in  prepar- 
ing estimates  of  departmental  appropriations  and  In  appearing  before  com- 
mittees of  Congress  in  support  of  such  estimates ;  to  serve  as  a  member  of  the 
Board  of  Examiners  for  the  Consular  Service;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  extended  experience  in  business  adminis- 
tration or  consular  affairs;  thorough  knowledge  of  the  Consular  Service; 
familiarity  with  the  structure  of  the  Government,  with  the  laws  relating  to 
appropriations,  expenditures,  and  accounting,  and  with  the  Civil  Service  laws 
and  regulations;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Chief,  Consular  Bureau. 

Compensation  for  Class 


Title  of  Glass  : 

DIRECTOR  OF  THE  MINT,  TREASURY  DEPARTMENT 

Spedflcations  of  Class  ^Ll 

Duties:  ^^^ 

To  have  general  supervision,  under  the  Secretary  of  the  Treasury,  over  the 
Fnlted  States  mints  and  assay  offices;  to  prescribe  rules,  subject  to  approval 
by  the  Secretary  of  the  Treasury,  for  the  transaction  of  lousiness  at  the  mints 
and  assay  offices;  to  direct  the  coinage  to  be  executed;  to  review  accounts, 
authorize  expenditures,  and  sui>erintend  the  annual  settlement  of  the  several 
tngtltutions ;  to  have  supervision  over  appointments,  removals,  and  transfers  of 
personnel  in  the  mints  and  assay  offices ;  and  to  perform  other  related  work. 

lW9ia-2a-PT  2 2 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  extended  experience  in  the  work  of  the  Bu- 
reau of  the  Mint,  or  equivalent  Government  or  business  experience;  familiarity 
with  the  structure  of  the  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 

•     •     • 


TiTLB  OF  Class: 

DIRECTOR,  BUREAU  OF  WAR  RISK  INSURANCE 

SpMifications  of  Class  ^  ^ 

Duties: 

To  be  responsible,  under  an  Assistant  Secretary  of  the  Treasury,  for  the 
direction  and  control  of  the  work  and  employees  of  the  Bureau  of  War  Risk 
Insurance ;  to  administer  the  laws  providing  for  the  insurance  of  American  ves- 
sels and  their  cargoes  and  crews ;  to  supervise  the  examination  and  adjudication 
of  all  claims  arising  under  laws  providing  for  allotments,  allowances,  and  insur- 
ance on  account  of  service  in  the  Army  or  Navy  rendered  subsequent  to  October 
6, 1917 ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a. degree  from  an 
institution  of  recognized  standing,  or  preferably  by  graduation  with  a  degree 
from  a  recognized  law  school;  not  less  than  five  years'  successful  experience 
in  a  managerial  capacity  in  the  insurance  business,  or  equivalent  Government 
or  professional  experience;  thorough  knowledge  of  the  War  Risk  Insurance 
laws  and  regulations;  familiarity  with  the  structure  of  the  Government,  with 
the  laws  relative  to  appropriations,  expenditures,  and  accounting,  and  with 
Civil  Service  laws  and  regulations;  and  administrative  ability  of  the  highest 
order. 

Compensation  for  Class 


Title  of  Class: 

DIRECTOR,  NATIONAL  PARK  SERVICE  ^  ^ 

specifications  of  Class 
Duties: 

To  be  responsible,  under  the  First  Assistant  Secretary  of  the  Interior,  for 
the  direction  and  control  of  the  work  and  employees  of  the  National  Park 
Service ;  to  plan  the  development  and  improvement  of  the  parks  and  to  devise 
ways  and  means  of  stimulating  travel  to  them ;  to  arrange  for  the  hotel  ac- 
commodations, transportation,  and  other  service  for  visitors ;  to  provide  for  the 
execution  of  improvement  projects ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  extended  experience  in  the  work  of  the 
National  Park  Service,  or  Its  equivalent  in  related  business;  familiarity  with 
the  structure  of  the  Government,  with  the  laws  relating  to  appropriations,  ex- 
penditures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 

•     ^     ^ 
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TnuB  or  Glass: 

FEDERAL  PROHIBITION  COMMISSIONER 

J 
Duties: 

Under  tbe  Oommissioner  of  Internal  Revenue,  to  direct  the  enforcement  of 
national  prohibition  in  accordance  with  statutes  and  regalatlons  enacted  under 
tbe  Eighteenth  Amendment  to  the  Constitution. 

Qomlificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  preferably  in  law;  extended  ezecutlTe  and 
adnodnistrative  experience  in  Governmental,  busing  or  legal  activities:  thor- 
ough knowledge  of  the  national  prohibition  act  and  of  laws  relating  to  its  en- 
forcement ;  familiarity  with  the  structure  of  the  Government,  with  laws  relating 
to  appropriations,  expenditures,  and  accounting,  and  with  Civil  Service  laws 
and  regulations ;  and  administrative  ability  of  the  highest  order. 

Corapensstion  for  Class 


Title  of  Class: 

SUPERINTENDENT  OF  WEIGHTS,  MEASURES,   AND   MARKETS- 
DISTRICT  OP  COLUMBIA  O    i 

oV 

Spedflcations  of  Class 
Duties: 

To  be  responsible,  urder  the  Commissioners  of  the  District  of  Columbia,  for 
the  work  and  employees  of  the  Department  of  Weights,  Measures,  and  Markets ; 
to  supervise  the  enforcement  of  the  weights  and  measures  laws,  and  the  opera- 
tion of  the  municipal  markets ;  and  to  perform  other  related  work. 

Qaalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  three  years*  experience  in  the  manufacture  or  inspection  of  devices 
for  weighing  and  measuring ;  thorough  familiarity  with  weighing  and  measur- 
ing devices;  and  with  the  laws  and  regulations  governing  their  Inspection  In 
tbe  District  of  Columbia ;  and  supervisory  ability. 

Compensation  for  Class 


ADMINISTRATIVB  SBCRBTARIBS 
Title  qf  Class: 

SECRETARY,  CIVIL  SERVICE  COMMISSION 

Specifications  of  Class  31. 

Duties: 

To  be  responsible,  under  the  commission,  for  the  administration  of  the  busi- 
ness affairs  of  the  Civil  Service  Commission  and  for  the  enforcement  of  its 
regulations;  to  have  direct  supervision  over  the  Division  of  Appointments;  to 
have  charge  of  matters  relatng  to  the  enforcement  of  the  Civil  Service  Act,  and 
the  rules  and  regulations  afPecting  ell^bles  for  appointment  and  the  personnel 
of  the  executive  civil  service;  to  keep  records  of  the  proceedings  of  the  com- 
mission, and  to  prepare  its  annual  reports  and  estimates  of  appropriations;  to 
conduct  investigations  and  assist  in  oral  examinations;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  thorough  knowledge  of  and  broad  experience 
in  Civil  Service  administration  and  modem  employment  methods;   intimate 


32 
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knowledge  of  the  structure  of  the  Goyemment,  of  laws  and  practices  affecting 
the  departmental  service,  and  of  laws  relating  to  appropriations,  expenditures* 
and  accounting ;  and  administrative  ability  of  a  high  order. 

Compensation  for  Class 

•     «     • 

Title  of  Class: 

SECRETARY,  FEDERAL  FARM  LOAN  BOARD 

Specifications  of  Class 
Duties: 

To  be  responsible,  under  the  board,  for  the  administration  of  the  clerical 
and  general  business  affairs  of  the  Federal  Farm  Loan  Board,  and  to  act  as 
Chief  of  the  Farm  Loan  Bureau ;  to  have  general  supervision  of  the  work  and 
of  the  employees  of  the  board ;  to  attend  its  meetings,  record  its  proceedings ; 
and  be  responsible  for  their  proper  communication  to  all  parties  interested; 
to  be  responsible  ft)r  the  reports  required  by  the  farm-loan  act;  to  supervise 
official  correspondence;  to  approve  disbursements  and  sign  requisitions  for 
supplies;  and  to  perform  other  related  work. 

Qnalificmtions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  six  years'  successful 
experience  in  an  administrative  capacity  in  the  Treasury  Department,  or 
equivalent  Government  or  business  experience;  thorough  knowledge  of  matters 
relating  to  the  administration  of  the  Federal  Farm-Loan  act;  familiarity  with 
the  structure  of  the  Government,  with  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and  admin- 
istrative ability  of  a  high  order. 

Compensation  for  Class 


3o 


Title  of  Class: 

SECRETARY,  FEDERAL  RESERVE  BOARD 

Specificatioiis  of  Class 
Duties: 

To  be  resi>onsible,  under  the  board,  for  the  administration  of  the  clerical 
and  general  business  affairs  of  the  Federal  Reserve  Board;  to  have  general 
supervision  of  its  clerical  and  subclerical  or  other  employees;  to  attend  ses- 
sions of  the  board,  keep  records  of  its  proceedings,  and  be  responsible  for  the 
promulgation  of  its  regulations  and  orders;  to  supervise  the  pr^aration  of 
reports;  and  to  perform  other  related  work. 

Qualifications: 

.  Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  five  years'  successful 
experience  in  an  administrative  capacity  in  the  Treasury  Department,  or 
equivalent  Government  or  business  experience;  thorough  knowledge  of  |ill 
matters  relating  to  the  administration  of  the  Federal  Reserve  act ;  and  admin- 
istrative ability  of  a  high  order. 

Compensation  for  Class 


34 


Title  of  Class: 

SECRETARY,  FEDERAL  TRADE  COMMISSION 

Specifications  of  Class 
Duties: 

To  be  responsible,  under  the  Commission,   for   the   administration  of  the 
clerical  and  general  business  affairs  of  the  Federal  Trade  Commission;   to 
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have  general  supervision  of  Its  clerical  and  subclerical  or  other  employees;  to 
attend  sessions  of  the  Ck)nimiS8lon,  keep  records  of  its  proceedings,  and  be 
responsible  for  the  promulgation  of  its  regulations  and  orders;  to  supervise 
the  preparation  of  its  annual  and  other  reports,  the  preparation  of  estimates 
of  appropriations,  the  maintenance  and  protection  of  buildings  and  property, 
and  the  procurement  of  supplies  and  equipment ;  and  to  perform  other  related 
work. 

QuaUficatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  leli  than  six  years'  successful  ex- 
perience in  an  administrative  capacity  in  the  work  of  the  Federal  Trade  Com- 
mission, or  in  work  of  a  related  character;  thorough  knowledge  of  matters 
rdating  to  the  administration  of  laws  against  illegal  restraints  and  monopo- 
lies in  commerce ;  familiarity  with  the  structure  of  the  Government,  with  laws 
relating  to  apprc^riations,  expenditures,  and  accounting,  and  with  Civil  Service 
laws  and  regulations ;  and  administrative  ability  of  a  high  order. 

Compensation  for  Class 

•     •     • 


Title  of  Class: 

SECRETARY,  INTERSTATE  COMMERCE  COMMISSION 

Specifications  of  Class  3o 

Dvtios: 

To  be  responsible,  under  the  commission,  for  the  administration  of  the  dericaf 
and  general  business  affairs  of  the  Interstate  Commerce  Commission;  to  have* 
general  supervision  of  its  clerical  and  subclerical  or  other  employees ;  to  attend 
sessions  of  the  commission,  keep  records  of  its  proceedings,  and  be  responsible- 
for  the  promulgation  of  its  regulations  and  orders ;  to  supervise  the  preparation 
of  its  annual  reports;  the  preparation  of  estimates  of  appropriations,  the* 
maintenance  and  protection  of  buildings  and  other  property,  and  for  the  procure^ 
ment  of  supplies  and  equipment ;  and  to  perform  other  related  woii^ 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  six  years'  successftrl  ex>> 
porience  in  an  administrative  or  other  responsible  capacity  in  the  work  of  the 
Interstate  Commerce  Commission,  or  in  work  of  a  related  character ;  thorough 
knowledge  of  matters  relating  to  the  administration  of  interstate  commerce* 
laws;  familiarity  with  the  structure  of  the  €k>vemment,  with  laws  relative 
to  appropriations,  expenditures,  and  accounting,  and  with  Civil  Service  law» 
aDd  regulations ;  and  administrative  ability  of  a  high  order. 

Compensation  for  Class 

«     *     « 


Title  of  Class: 

SECRETARY,  UNITED  STATES  TARIFF  COMMISSION 

Specifications  of  Class  0\) 

Duties: 

To  be  responsible,  under  the  commission,  for  the  administration  of  the  cierr- 
cal  and  general  business  affairs  of  the  United  States  Tariff  Commission ;  to 
have  supervision  over  its  clerical  and  subclerical  or  other  employees ;  to  attend 
sessions  of  the  commission,  keep  records  of  its  proceedings,  and  supervise  the 
preparation  of  Its  reports ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
iostitution  of  recognized  standing;  not  less  than  five  years'  successful  experi- 
ence in  a  responsible  capacity  in  the  work  of  the  Tariff  Commfssfon,  or  equiva>- 
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lent  Government  or  business  experience ;  familiarity  with  the  structure  of  the 
Government,  with  laws  relative  to  appropriations,  expenditures,  and  account- 
ing and  with  Civil  Service  laws  and  regulations ;  and  administrative  ability  of 
a  high  order. 

Compensation  for  Class 


ASSISTANT  HEADS  OF  DEPARTMENTS 
Title  of  Class: 
ASSISTANT  SECRETARY  OF  COMMERCE 


Duties: 


Specifications  of  Class  0*7 


Under  the  Secretary,  to  exercise  immediate  supervision  over  the  details  of 
the  operations  of  the  Department  of  Commerce;  to  perform  such  other  execu- 
tive and  administrative  work  as  may  be  prescribed ;  and  in  the  abs^ice  of  the 
Secretary  of  Commerce  to  act  as  the  head  of  the  departmait. 

Qnalificationfl: 

Training  equivalent  to  tliat  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing;  wide  executive  and  administrative  experi- 
ence in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Government  with  the  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  with  Civil  Service  laws  and  regulations ;  and  adminis- 
trative ability  of  the  highest  order. 

Compensation  for  Class 


TriLB  OF  Glass  : 

ASSISTANT  SBCRETAJtY  OF  THE  INTERIOR 

Speciflestions  of  Claw  QQ 

Datii:  ^  ^ 

To  have  supervision,  under  the  Secretary  of  the  Interior,  over  matters  per- 
taining to  the  administration  of  the  affairs  of  the  Bureau  of  Pensions,  the 
Patent  Office,  the  Bureau  of  Education,  the  Office  of  Indian  Aflliirs,  St  Eliza- 
beths Hospital,  Freedman's  Hospital,  Howard  University,  Columbia  Institu- 
tion for  the  Deaf,  and  the  United  States  Capitol  Building  and  Grounds;  and 
to  perform  other  related  work. 

Qualificatlonp: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  wide  executive  and  administrative  experience 
in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Government,  with  the  laws  relative  to  appropriations,  expendi- 
tures and  accounting,  and  with  Civil  Service  laws  and  regulations;  and  admin- 
istrative ability  of  the  highest  order. 

Compensation  for  Class    . 


Title  of  Class  : 

FIRST  ASSISTANT  SECRETARY  OF  THE  INTERIOR 

Specifications  of  Class  ^  ^^ 

Duties:  o  0 

To  have  supervision,  under  the  Secretary  of  the  Interior,  of  the  business  of 
the  General  Land  Office,  Geological  Survey,  National  Park  Service,  and  of 
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iDdlan  Affairs  affecting  the  disposal  of  the  puhllc  domain;  to  have  charge  of 
such  other  bnreans  or  divisions  of  the  department  as  may  be  prescribed ;  In  the 
abB»ice  of  the  Secretary  of  the  Interior,  to  act  as  head  of  the  department;  and 
to  perform  other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  or,  preferably,  graduation  with  a  degree 
from  a  recognized  law  school;  wide  executive  and  administrative  experience 
in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Qovemment,  with  the  laws  relating  to  appropriations,  ex- 
penditures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Title  of  Glass: 

ASSISTANT  SECRETARY  OF  LABOR 

Spedficatioiis  of  Class  ^  ^' 

Duties: 

To  have  supervision,  under  the  Secretary  of  Labor,  of  matters  relating  to 
the  immigration,  naturalization,  child  labor,  ^and  labor  statistics  laws;  to 
perform  such  other  executive  or  administrative  work  as  may  be  prescribed; 
and  in  the  absence  of  the  Secretary  of  Labor,  to  act  as  head  of  the  department 

Qualificmtioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  wide  executive  and  administrative  ex- 
perience In  Grovemment,  business,  or  professional  activities;  famliarity  with 
the  structure  of  the  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations: 
and  administrative  ability  of  the  highest  order. 

Compensation  for  Class 


TiTLB  OF  Class: 

ASSISTANT  SECRETARY  OP  THE  NAVY  a  h 

S^odicstiomi  of  Gass 
Dutieo: 

To  have  supervision  over  such  matters  pertaining  to  the  administration  of 
the  Navy  Deimrtment  as  may  be  prescribed  by  the  Secretary  of  the  Navy  or 
required  by  law;  and,  in  the  absence  of  the  Secretary,  to  act  as  head  of  the 
department. 

Quafifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  wide  executive  and  administrative  ex- 
perioice  in  Government,  business,  or  professional  activities;  familiarity  with 
the  structure*  of  the  Government,  with  the  laws  relative  to  appropriations,  ex- 
penditures^ and  accounting,  and  with  Civil  Service  laws  and  regulations  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 
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Title  of  Class: 

FOURTH  ASSISTANT  POSTMASTER  GENERAL 

Specifications  of  Class 
Duties:  J_9 

To  have  charge,  uDder  the  Postmaster  General,  of  the  Diyision  of  Rural 
Malls  and  the  Division  of  EiQuipment  and  Supplies;  and  to  perform  other  re- 
lated work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  wide  executive  and  administrative  experi- 
ence in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Crovernment,  with  the  laws  relating  to  appropriations,  expendi- 
tures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and  ad- 
ministrative ability  of  the  highest  order. 

Compensation  for  Class 


Title  or  Class: 

THIRD  ASSISTANT  POSTMASTER  GENERAL 

Specifications  of  Class  m  o 

Duties:  4  O 

To  have  charge,  under  the  Postmaster  General,  of  the  Division  of  Money 
Orders,  Division  of  Registered  Mails,  Division  of  Classification,  and  the  Divi- 
sion of  Postal  Savings ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  wide  executive  and  administrative  experi- 
ence in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Government,  with  the  laws  relating  to  appropriations,  expend- 
itures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Title  op  Class: 

SECOND  ASSISTANT  POSTMASTER  GENERAL 

Specifications  of  Class  .    . 

44 

Duties: 

To  have  charge,  under  the  Postmaster  General,  of  the  Division  of  Railway- 
Adjustments,  the  Division  of  Foreign  Mails,  the  Division  of  Railway  Mail 
Service,  and  the  Steamboat  Mall  Service,  the  Star  Route  Service  in  Alaska, 
and  the  Airplane  Mail  Service;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  wide  executive  and  administrative  ex- 
perience in  Government,  business,  or  professional  activities;  familiarity  with 
the  structure  of  the  Government,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations; 
and  administrative  ability  of  the  highest  order. 

Compensation  for  Class 

*     •     * 
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Title  of  Glass. 

FIRST  ASSISTANT  POSTMASTER  GENERAL 

Specifleadoiis  of  Class  A  ^ 

Duties:  ^  '^ 

To  have  charge,  under  the  Postmaster  General,  of  the  Division  of  Post- 
masters' Appointments,  the  Division  of  Post  Office  Service,  and  the  Division 
of  Dead  Letters ;  and  to  i)erform  other  related  work. 

Qoalificatioiis: 

-Training  equivalent  to  that  represented  by  graduation  with  a  degree  ftom 
an  institution  of  recognized  standing;  wide  eezcutive  and  administrative  expe- 
rience in  Government,  business,  or  professional  activities;  familiarity  with  the 
structure  of  the  Government,  with  the  laws  relating  to  appropriations,  ex- 
penditures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  highest  order. 

Compensatioii  for  Class 


TrrLE  OF  CiAss : 

THIRD  ASSISTANT  SECRETARY  OF  STATE 

Spedfications  of  Class  A  r\ 

Duties:  4  0 

Under  the  general  direction  of  the  Secretary  of  State,  to  have  supervision  of 
such  work  as  may  be  assigned  by  the  Secretary ;  to  advise  on  diplomatic  and 
consular  appointments;  to  supervise  the  work  of  the  Far  Eastern  Division, 
the  Bureau  of  Accounts,  appointments  to  international  conferences  and  com- 
mlssisons,  and  cermonial  matters;  and  to  perform  other  related  work. 

Qoalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  extended  experience  in  the  Diplomatic 
Service  or  in  public  life;  general  knowledge  of  foreign  affairs  and  interna- 
tional relations;  familiarity  with  the  structure  of  the  Government,  with  the 
laws  relating  to  appropriations,  expenditures  and  accounting  and  with  Civil 
Service  laws  and  regulations ;  and  administrative  ability. 

Compensation  for  Class 

•     •     • 


TrrLE  OF  Class  : 

SECOND  ASSISTANT  SECRETARY  OF  STATE 


47 


Specifications  of  Class 
Duties: 

Under  the  general  direction  of  the  Secretary  of  State,  to  have  supervision 
of  such  work  as  may  be  assigned  by  the  Secretary ;  to  supervise  the  Bureau 
of  Passport  Control,  the  Diplomatic  Bureau,  the  Index  Bureau,  the  Bureau  of 
Rolls  and  Library,  and  the  Correspondence  Bureau;  supervising  diplomatic 
correspondence;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  extended  experience  in  the  Diplomatic 
Service  or  in  public  life;  general  knowledge  of  foreign  affairs  and  interna- 
tional relations;  familiarity  with  the  structure  of  the  Government,  with  the 
laws  relating  to  appropriations,  expenditures  and  accounting  and  with  Civil 
Service  laws  and  regulations ;  and  administrative  ability. 

Compensation  for  Class 


26  RECLASSIFICATION  COMMISSION  REPOBT — ^PABT  U. 

Title  or  Glass  : 

FIRST  ASSISTANT  SECRETARY  OF  STATE 

Specifications  of  Class  48 

Duties: 

Under  the  general  direction  of  the  Secretary  of  State,  to  have  supervision 
of  such  matters  as  may  be  assigned  by  the  Secretary;  to  serve  as  administra- 
tive officer  of  the  Department  and  of  the  Diplomatic  Service;  to  supervise  the 
Western  European,  Near  Eastern  and  Russian  divisions  of  the  Department, 
which  deal  with  the  political  questions  within  their  respective  territories;  and 
to  perform  other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  extended  experience  in  the  Diplomatic 
Service  or  in  public  life ;  general  knowledge  of  foreign  afCairs  and  international 
relations;  familiarity  with  the  structure  of  the  Government,  with  the  laws 
relating  to  appropriations,  expenditures,  and  accounting,  and  with  Civil  Service 
laws  and  regulations ;  and  administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Tttlb  of  Class  : 

UNDER  SECRETARY  OF  STATE 

Specifications  of  Class  4  9 

Duties: 

Under  the  direction  of  the  Secretary  of  State,  to  have  supervision  of  the 
department;  to  act  for  the  Secretary  in  his  absence;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  extended  experience  in  the  Diplomatic 
Service  or  in  public  life;  broad  knowledge  of  foreign  afEairs,  and  of  inters 
national  law  and  regulations;  familiarity  with  the  structure  of  the  GoYem- 
ment,  with  the  laws  relating  to  appropriations,  expenditures,  and  accounting, 
and  with  Civil  Service  laws  and  regulations ;  and  administrative  ability  of  the 
highest  order. 

Compensation  for  Class 


Title  of  Class: 

ASSISTANT   SECRETARY   OF   THE   TREASURY    (IN    CHARGE    OF 
CUSTOMS) 

Specifications  of  Class  5  0 

Duties: 

To  have  supervision,  under  the  Secretary  of  the  Treasury,  of  the  entire 
Customs  Service ;  to  have  general  administrative  supervision  of  the  work  of  the 
International  High  Commission ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  firom  an 
institution  of  recognized  standing;  wide  executive  and  administra1:ive  ex- 
perience in  Government,  business,  or  professional  activities;  familiarity  with 
the  structure  of  the  Government,  with  the  laws  relating  to  appropriations,  ex- 
penditures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 
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TiTLB  OF  Class  : 

ASSISTANT  SECRETARY  OF  THE  TREASURY  (IN  CHARGE  OF  MIS- 
CELLANEOUS BUREAUS) 

SpMlflcatioiui  of  CkM  Ol 

Datles: 

Under  the  direction  of  the  Secretary  of  the  Treasury,  to  have  charge  of  the 
miscellaneous  hnreans  and  divisions  of  the  Treasury  I>epartment ;  and  to  per- 
form other  related  work. 

QnalilicaticMis: 

Training  eqaivaleit  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  wide  executive  and  administrative 
experience  in  Qovemmait,  business,  or  professional  activities ;  familiarity  with 
the  structure  of  the  €k>vemment,  with  the  laws  relating  to  appropriations, 
expenditures,  and  accounting,  and  with  Civil  Service  laws  and  regulations; 
and  administrative  ability  of  the  highest  ord^ . 

CompcmmIImi  for  dMo 


Ttelb  or  Glass: 

ASSISTANT   SECRETARY   OF   THE  TREASURY    (IN    CHARGE   OF 
FISCAL  BUREAUS) 

SpociflcstloM  of  CImo  rr  o 

Dntieo:  ^  -' 

To  have  general  supervision,  under  the  Secretary  of  the  Treasury,  of  all 
matters  relating  to  the  fiscal  bureaus  of  the  Treasury  Department ;  and  to  per> 
form  other  related  woric, 

Qulificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  InsUtation  of  recognized  standing;  wide  executive  and  administrative  ex- 
perience in  Government,  buslnesa,  or  professlottal  activitlOB;  familiarity  with 
tbe  structure  of  the  Government,  with  the  laws  reiating  to  appropriations,  ea* 
pendltures,  and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 
administrative  ability  of  the  higbsst  order. 

CompenMition  for  Class 


Tmx  €V  Clabm: 

ASSISTANT  SECRETARY  OF  THE  TREASURY  (IN  CHARGE  OF  IN- 
TERNAL  REVENUE  AND  WAR  RISK  INSURANCE  BUREAUS) 


Duties: 


Spedfieatians  of  Class  5  ^ 


To  have  supervision,  under  the  Secretary  of  the  Treasury,  of  all  matters  per- 
taining to  the  Bureaus  of  Internal  Revenue  and  War  Risk  Insurance;  and  to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 

'}      iDstitntlon  of  recognized  standing;  wide  executive  and  administrative  expe- 

'I      rience  in  Government  business,  or  professional  activities ;  familiarity  with  the 

\     structure  of  the  Government,  with  the  laws  relating  to  appropriations,  ez- 

-     pendltures,  and  accounting,  and  with  Civil  Service  laws  and  regulations;  and 

administrative  ability  of  the  highest  order. 

Compensation  for  Class 
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Title  of  Glass: 

ASSISTANT   SECRETARY   OF   THE   TREASURY    (IN    CHARGE   OF 
FOREIGN  LOAN  BUREAU) 

Specifications  of  Class  ^  '^ 

Duties: 

To  have  supervision,  under  the  Secretary  of  the  Treasury,  of  all  matters 
pertaining  to  the  Foreign  Loan  Bureau;  and  to  perform  other  related  worlu 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from^ 
an  institution  of  recognized  standing;  wide  executive  and  administrative  ex- 
perience in  Government,  business,  or  professional  activities ;  familiarity  with  the 
structure  of  the  Government,  with  the  laws  relative  to  appropriations,  ex- 
penditures, and  accounting,  and  with  Civil  Service  laws  and  regulations;  andi 
administrative  ability  of  the  highest  order. 

Compensation  for  Class 


Title  of  Class; 

ASSISTANT  SECRETARY  OF  WAR 

Specifications  of  Class  0<3 

Duties: 

To  have  general  charge,  under  the  Secretary  of  War,  of  War  Depantment' 
administration,  and  to  act  as  Director  of  Munitions;  to  exercise  supervision, 
and  authority  over  all  expenditures  for  construction  on  military  reservations; 
to  have  general  direction  and  supervision  of  matters  relating  to  rivers. and 
harbors,  bridges  over  navigable  wateiss,  privileges  upon  military  reservations, 
inspections  of  the  military  establishments,  and  enlisted  men  and  prisoners  at 
military  prisons;  to  have  charge  of  the  promotion  of  rifle  practice  and  of 
routine  matters  relating  to  the  militia;  to  have  supervision  of  miscellaneous 
claims  and  accounts,  of  matters  relating  to  national  cemeteries,  boards  of  sur- 
vey, and  open-market  purchases ;  in  the  absence  of  the  Secretary  of  War,  to  act 
as  head  of  the  department ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  wide  executive  and  administrative  expe- 
rience in  governmental,  business  or  professional  activities ;  familiarity  with  the 
structure  of  the  Government,  with  laws  relative  to  appropriations,  expenditures 
and  accounting,  and  with  Civil  Service  laws  and  regulations;  and  adminls-. 
tratlve  ability  of  the  highest  order. 

Compensation  for  Class 


2.  THE  ASSESSOR  AND  APPRAISER  SERVICE. 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  connection  with  the  valuation  of  real  or  personal 
property,  for  the  determination  of  the  amount  of  taxes  or  im^port  duties  to 
he  levied,  or  for  other  purposes,  provided  the  position  does  not  require  pro- 
fessional or  technical  qualifications  which  would  hring  it  into  another  service. 

Customs  Coi^lbction  : 

Deputy  Collector  and  Inspector  ef  Cnatoas 
Depnty  Collector  of  Oastome 

Land  Appraisal: 

Junior  Land  Apprateer 
Senior  Land  Appraiser 

Tax  AssKSSirBNT: 

Under  Awwiment  Cleric 
Junior  Aueaement  Clerilc 
Senler  AMeeement  Clerii 
Afloistont  Aieeeeor— Dietrlct  of  Columbia 
--District  of  Columbia 


CUSTOMS  COLLECTION 


Title  of  Class  : 

DEPUTY  COLLECTOR  AND  INSPECTOR  OF  CUSTOMS  ^ 

Specifications  of  Class  ^O 

Duties: 

Under  supervlBion,  to  receive  and  verify  entries  of  merchandise  of  importers ; 
to  collect  payments  of  duty ;  to  prepare  daily  abstracts  of  collections ;  to  keep 
records;  to  file  court  decisions  and  department  rulings;  to  examine  and  ap- 
praise merchandise;  to  affix  duty  on  assessable  articles;  to  make  inspections 
and  investigations  when  necessary;  to  issue  marine  documents  to  vessels;  to 
maintain  the  enforcement  of  equipment  laws  relating  to  motor  and  other  boats ; 
to  enter  and  clear  foreign  vessels;  to  license  domestic  vessels;  to  issue  pass- 
ports to  seamen ;  and'  to  perform  related  work  as  required. 

Qnalifioitioiis: 

Training  equivalent  to  that  represented  by  graduation  firom  high  school ;  not 
less  than  one  year's  experience  in  customs  or  appraiser's  work ;  tact  and  good 
judgment. 

Compensatioii  for  Class 


Title  or  Class  : 

DEPUTY  COLLECTOR  OF  CUSTOMS 

Specifications  of  Class  f\7 

Duties:  ^  * 

To  be  responsible  to  the  Collector  of  Customs  at  Baltimore,  Md.,  for  the 
collection  of  customs  in  the  port  of  Washington,  D.  C. ;  to  supervise  the 
examination,  appraisal,  and  classification  of  imported  merchandise  and  the 
collection  of  duties  thereon,  the  dociimenting  of  vessels,  and  the  enforcement 
of  the  navigation  laws;  to  serve  as  custodian  of  the  customhouse  building; 
and  to  perform  other  related  work, 
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QualifieatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  ti^an  three  years*  responsible  experience  in  customs  or  related  lines 
of  work ;  supervisory  ability  ;•  good  Judgment  and  tact 

Compenflation  for  Claas 

•     •     • 


LAND  APPRAISAL 


TrruE  OF  Class  : 

JUNIOR  LAND  APPRAISER 

Specifleations  of  Class  '  ^  o 

Duties:  00 

Under  supervision,  to  assist  In  the  appraisal  of  real  estate  owned,  used,  or 
controlled  by  the  common  carriers  of  the  United  States ;  and  to  perform  related 
work  as  required. 

Examples:  Examining  conveyance  records,  assessment  books,  and  other 
municipal  registers  to  ob(ain  data  of  valuations,  sales,  leases,  assessments, 
and  transfers  of  property,  recording  data  on  maps,  records,  or  forms ;  making 
inspections 'of  property  of  common  carriers  or  adjacent  lands. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  experience  in  real  estate  business  or  appraisal  work; 
tact  and  good  Judgment. 

Principal  lines  of  Promotion 

To:    Senior  Land  Appraiser. 

Compensation  for  Class 

Annual:  $174(>-$1800-$186M1920 


^\ 


Title  of  Glass  : 

SENIOR  LAND  APPRAISER 

Specifications  of  Class  ^  j 

Duties: 

Under  direction,  in  connection  with  the  valuatirm  work  of  the  Interstate 
Commerce  Commission,  to  appraise  real  estate  owned',  used  or  controlled  by 
the  common  carriers  of  the  United  States,  and  to  compile  data  of  basic  valua- 
tions showing  the  character,  topography  and  utility  of  the  lands  and  to  perform 
other  related  work. 

Examples:  Examining  property  owned  by  common  carriers  and  all  circum- 
jacent lands;  obtaining  data  of  assessments,  leases,  and  sales;  interviewing 
landowners  and  persons  qualified  to  give  information  as  to  values;  recording 
on  maps  or  by  reports  and  field  forms,  descriptions  of  lands  and  conclusions  as 
to  values ;  supervising,  when  directed,  the  work  of  other  appraisers ;  compiling 
reports  of  the  land  values ;  performing  other  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years*  experience  in  responsible  land  appraisal  work;  tact, 
good  Judgment,  and  fairness. 

Prindfial  Lines  of  Promotion 

From :  Junior  Land  Appraiser. 

Compensation  for  Class 

Annual:  $ld80-$2100-$2220-^2d40 
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TAX  ASSESSMENT 


True  or  Glass  : 

UNDER  ASSESSMENT  CLERK 

Spedfieatioiis  of  Class  O  0 

Duties: 

Under  Immediate  supen^^islon,  to  perform  simple  work,  largely  of  a  routine 
clerical  natnre,  in  connection  with  the  assessment  of  real  and  personal  property 
In  the  District  of  Golnmbia. 

Examples:  Making  entries  in  field  books,  return  books,  and  ledgers  of  the 
sssessor's  ofiice;  writing  and  comparing  cards,  notices,  returns,  and  coupons; 
examining  and  verifying  plats  and  subdivision  papers;  preparing  or  delivering 
special  assessment  or  persoiuil  tax  notices;  obtaining  data  of  ownership  and 
location  of  tangible  and  intangible  personal  property  or  realty  when  required. 

QoalificatioBs: 

Common  school  education;  good  penmanship;  clerical  aptitude;  and  ac- 
curacy. 

Principal  lines  of  Promotion 

To:  Junior  Assessment  Clerk;  Senior  Assessment  Clerk. 

Compensation  for  Class 
Annual:  n32(>-$1380-n440 


Title  of  Class  : 

JUNIOR  ASSESSMENT  CLERK 

^  SpecMctl^u  f  CI.«i  61 

Under  supervision  to  assist  in  general  work  in  the  office  of  the  Assessor  of 
the  District  of  Columbia,  in  connection  with  the  assessment  and  transfer  of 
real  and  personal  property. 

Examples:  Assisting  in  the  preparation  of  schedules,  records,  and  cancel- 
lations; assembling  and  certifying  to  special  and  water-main  assessments  and 
making  notations  on  tax  certificates;  transcribing  deeds  from  records  of  the 
recorder  of  deeds  of  the  District  of  Columbia  and  obtaining  copies  of  equity 
papers  and  wills ;  making  all  necessary  records  of  transfers  of  real  estate  and 
keeping  the  ownership  records  of  the  assessor's  office  to  date ;  assisting  In  cal- 
mlations  and  drawings  sr  required  by  records  of  transfers  and  subdivisional 
F<apers;  preparing  tax  ledgers  and  biennial  assessment  books;  assisting  the 
public  in  the  preparation  of  papers  required  by  law. 

Qnsliflaitioiis: 

Common  school  education;  not  less  than  three  years'  experience  in  a  busi- 
oess  or  assessment  office ;  good  judgment,  accuracy  and  tact. 

Principal  Lines  of  Promotion 

From :  Under  Ass^essment  Clerk. 
To:  Senior  Assessment  Clerk. 

Compensation  for  Class 

Annual:  $1500-^15eo-$ie20 


Title  or  Class  : 

(SENIOR  ASSESSMENT  CLERK  ^ 

Specifications  of  Class  ^  ^ 

Duties: 
Under  the  supervision  of  the  Assessor  of  the  District  of  Columbia,  to  per- 
form responsible  and  Important  work  in  the  office  or  field  in  connection  with 
the  assessment  of  real  and  personal  property  in  the  District. 
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■ 

Examples:  Gathering  data  relative  to  the  sale  price,  rentals,  leases,  and 
values  of  real  estate;  recording  data  relating  to  the  assessment  of  tangible 
and  intangible  personal  property,  Including  stocks  and  bonds,  for  the  District 
of  Columbia,  and  to  special  assessments  for  curbs,  sewers,  water  mains,  alleys, 
and  other  improvements ;  making  calculations  and  drawings  of  change  of  areas 
of  lots  and  parcels  of  land  or  improvements;  compiling  data  for  assessment 
field  books  of  the  Board  of  Assistant  Assessors ;  completing  the  record  for  the 
Board  of  Equalization  and  Review  and  for  the  Connnissioners  of  the  District. 

QualificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
not  less  than  three  years*  experience  in  business  or  real  estate  assessment ;  good 
Judgment  and  tact. 

Principal  Lines  of  Promotion 

From :  Junior  Assessment  Clerk ;  Under  Assessment  Clerk. 
To :  Assistant  Assessor — District  of  Columbia. 

Compensation  for  Class 

Annual:  |1680-41740-$1800-|1860 


Title  of  Class: 

ASSISTANT  ASSESSOR-DISTRICT  OF  COLUMBIA 

Specifications  of  Class  C  C^ 

Duties:  ^^ 

Under  the  general  direction  of  the  Assessor  of  the  District  of  Columbia,  to 
appraise  and  assess  real  estate  and  tangible  and  intangible  personal  property ; 
to  make  annual  assessments  of  new  structures  and  of  additions  or  improve- 
ments to  old  structures ;  to  supervise  the  preparation  of  the  real-estate  assess- 
ment records  and  transfers;  to  serve,  as  designated  by  law,  as  a  member  of 
the  Board  of  Real  Estate  Assessors,  the  Board  of  Equalization  and  Review, 
the  Board  of  Personal  Tax  Appraisers,  or  the  Board  of  Personal  Tax  Appeals ; 
to  assess  tangible  and  intangible  personal  property  for  estates  passing  through 
the  Probate  Court ;  and  to  perform  other  related  work. 

Qualifications: 

TriEiining  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  experience  in  the  handling  and  assessing  of  real 
estate;  knowledge  of  real-estate  values  in  the  District  of  Columbia;  super- 
visory ability;  ^od  judgment  and  fairness. 

Principal  Lines  of  Promotion 

From:  Senior  Assessment  Clerk. 
To:  Assessor — District  of  Columbia. 

Compensation  for  Class 

Annual:  $3120-^240-$3360-|3480 


Title  of  Class: 

ASSESSOR— DISTRICT  OF  COLUMBIA  ,^  . 

b4 

Specifications  of  Class 
Duties: 

To  be  responsible  to  the  Commissioners  of  the  District  of  Columbia  for  the 
assessment  of  real  and  personal  property,  including  special  assessments,  in  the 
District  of  Columbia;  to  supervise  the  work  of  As^^tant  Assessors  and  ether 
employees ;  and  to  perform  other  related  work. 
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toaHiicatioiUi: 

TrainiDg;  equivalent  to  that  represented  by  graduation  from  high  school; 
[>t  less  than  five  years*  successful  experience  in  the  handling  and  assessing 
f  real  estate;  thorough  knowledge  of  real-estate  values  In  the  District  of 
olumbia ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

rom:  Assistant  Assessor. 

CompeuMition  for  Claaa 

•     •     • 
164919— 20— PT  2 3 


i 


^  w   -  f  'J 


3.  THE  COURT  CLERK  AND  DOCKET  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  clerical  or  related  work  in  connection  iMth  proceedings  insti- 
tuted "before  a  court  of  justice,  or  before  a  Government  board,  commisHon^ 
or  other  body  possessing  legal  or  quasi^legal  poxcers. 

Court  Clerical  Work  : 
Junior  Court  A|«iftant 
Senior  Court  Assiitant 
Deputy  Court  Cleric 

Clerk  of  Municipal  Court— District  of  Columbia 
Cleric  of  Police  Court— District  of  Columbia 
Clerk  of  JuTenile  Court — ^District  of  Columbia 
AMistant  Clerk  of  Federal  Court  (Group) 
Clerk  of  Federal  Court  (Group) 

Docketing  : 

Under  Docket  Clerk 
Junior  Docket  Clerk 
Senior  Docket  Clerk 
Principal  Docket  Clerk 
Head  Docket  Clerk  (Group) 
Chief  Docket  Clerk  (Group) 

Other  Classes  in  the  Court  Clerk  and  Docket  Service  ; 
Clerk*  Interstate  Commerce  Commission 
Clerk,  Board  of  Appeals— United  States  Patent  OiBce 


COURT  CLERICAL  WORK 


Title  of  Class  : 

JUNIOR  COURT  ASSISTANT 

Specifications  of  Class  r  rr 

Duties:  O  O 

Under  immediate  supervision,  to  perform  subordinate  work  in  the  office  of 
a  clerk  of  court,  District  of  Columbia;  to  officiate  in  court  rooms  assigned; 
when  deputized,  to  perform  the  routine  work  of  a  clerk  of  court;  and  to  per- 
form related  work  as  required. 

Examples :  Preparing  and  issuing  writs  or  summonses ;  assisting  In  making 
financial  statements  to  the  Collector  of  Taxes  or  the  Auditor  for  the  District 
of  Columbia;  Indexing,  filing,  and  docketing  cases;  performing  stenographic 
or  typewriting  work;  making  transcripts  of  legal  documents;  administering 
•  oaths ;  taking  bonds ;  assisting  in  handling  the  public ;  acting  for  the  Clerk  of 
the  Municipal  Court  in  his  absence;  attending  sessions  of  one  of  the  branches 
of  the  Police  Court,  In  the  absence  of  the  clerk  assigned  to  that  branch. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  six  months'  clerical  experience,  preferably  in  connection  with 
legal  work ;  familiarity  with  formal  legal  proceedings  and  legal  phraseology ; 
some  stenographic  or  typewriting  ability;  courtesy  and  good  address. 
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Principal  Lines  of  Promotion 

Fn)m:  Under  Stenographer-Clerk;  Under  Stenographer;  Under  Typist-Clerk; 

Under  Typist. 
Tu:  Senior  Court  Assistant;  Clerk  of  Municipal  Court,  District  of  Columbia; 

Deputy  Court  Clerk. 

Compensation  for  Class 

Annual:  $1440-4150(Mlo6(M1620 


Title  or  Class  : 

SENIOR  COURT  ASSISTANT 

Specifications  of  Class 


m 


Duties: 

Under  general  supervision,  to  perform  responsible  clerical  work  involved  in 
conducting  the  business  of  a  court  of  Justice  in  the  District  of  Columbia ;  whew 
deputized,  to  perform  the  work  of  an  assistant  clerk  of  a  Federal  court  or- 
a  clerk  of  court.  District  of  Columbia ;  and  to  perform  related  work  as  required- 
Examples:  Preparing  bids,  requisitions,  vouchers  for  supplies  or  repairs:; 
preparing  financial  statistical  reports;  administering  oaths;  taking  deposi- 
tions and  stenographic  notes  of  testimony  when  required ;  acting  as  secretary 
to  a  Judge  of  the  Court ;  assisting  in  the  receipt  and  disbursement  of  money 
and  keeping  the  accounts ;  meeting  the  public. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
and  from  a  thorough  business  course,  Including  stenography,  typewriting,  and 
bookkeeping;  familiarity  with  legal  phraseology  acquired  by  court  experience,, 
preferably  in  the  capacity  o^  a  Junior  Court  Assistant ;  and  courtesy. 

Principal  Lines  of  Promotion 

From:  Junior  Court  Assistant. 

To:  Deputy  CJourt  Clerk;  Clerk  of  Municipal  Court,  District  of  Columbia; 

Assistant  Cl«:k  of  Federal  Court;  Clerk  of  Police  Court;  Clerk  of  thi^ 

Juvenile  Court,  District  of  Columbia. 

Compensation  for  Class 

Annual:  |168O-|174O-|180(K$1860 


Title  of  Class  : 

DEPUTY  COURT  CLERK 

Specifications  of  Class  U  4 

Duties: 

Under  general  superyislon  of  a  clerk  of  court,  to  act  as  clerk  in  a  branch  or 
division  of  a  court  of  the  District  of  Columbia  government ;  to  docket  and  Index 
cases;  to  attend  sessions  of  the  court,  arraign  and  commit  prisoners  and  admin- 
ister oaths;  to  issue  warrants  and  bonds;  and  to  perform  related  work  as 

required. 

Qttlifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  as  a  Junior  or  Senior  Court  Assistant ;  preferably 
some  legal  training ;  and  good  address. 

Principal  Lines  of  Promotion 

From :  Junior  Court  Assistant ;  Senior  Court  Assistant. 

To :  Clerk  of  Police  Court.  District  of  Columbia ;  Clerk  of  Juvenile  Court.  Dis- 
trict of  Columbia;  Assistant  Clerk  of  Federal  Court;  Clerk  of  Munlclpali 
Court,  District  of  Columbia. 

Compensation  for  Class 

Annual :  $192<V41980-4204(>-|2100 
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Title  of  Class: 

CLERK  OF  MUNICIPAL  COURT— DISTRICT  OF  COLUMBIA 

Specifications  of  CIms  n  o 

Duties:  O  O 

Under  the  general  direction  of  the  Municipal  Court  of  the  District  of  Colum- 
bia, to  have  charge  of  Its  business  oflSce;  to  assign  and  supervise  the  work  of 
Junior  Court  Assistants,  and  the  custodial  and  Janitor  force;  to  supervise  the 
issuing  of  processes ;  to  conduct  the  banking  business  of  the  office ;  to  prepare 
financial  statements;  to  serve  the  public  in  general;  and  to  perform  related 
work  as  required. 

Qualifleatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
familiarity  with  legal  phraseology,  preferably  acquired  in  the  capacity  of  Junior 
or  Senior  Court  Assistant;  thorough  knowledge  of  bookkeeping;  and  tact. 

Principal  Lines  of  Promotion 

From :  Senior  Court  Assistant ;  Junior  Court  Assistant ;  Deputy  Court  Clerk. 
To :  Clerk  of  Police  Court,  District  of  Columbia ;  Clerk  of  Juvenile  Court,  Dis- 
trict of  Columbia ;  Assistant  Clerk  of  Federal  Court. 

Compensation  for  Class 

Annual:  |198(K20iO-$210a-|21dO 


TmjE  OF  Class  : 

CLERK  OF  POLICE  COURT— DISTRICT  OF  COLUMBIA 

Spedfieationa  of  Claaa  {\  9 

Duties:  ^  ^^ 

Under  the  general  direction  of  the  Court,  to  perform  executive  and  supervisory 
work  in  connection  with  the  judicial  proceedings  of  the  police  court  of  the  Dis- 
trict of  Columbia ;  to  oversee  the  work  of  deputy  clerks,  clerical  assistants,  and 
the  custodial  and  Janitor  force;  to  advise  the  public  upon  questions  of  pro- 
cedure; to  designate  the  amount  of  release  bonds  when  not  fixed  by  the  Court 
or  the  District  Attorney;  whenever  required,  to  take  bonds  for  the  release  of 
prisoners ;  and  to  perform  related  work  as  required. 

QoaliflcationB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  as  a  Deputy  Court  Clerk;  some  legal  training; 
supervisory  ability ;  and  tact. 

Principal  Lines  of  Promotion 

"From:  Deputy  Court  CHerk;  Clerk  of  Municipal  Court,  District  of  Columbia; 

Senior  (>)urt  Assistant. 
To :  Clerk  of  Juvenile  Court,  District  of  Columbia ;  Assistant  Clerk  of  Federal 

Court. 

Compensation  for  Class 

Annual:  |2160-$228(>-|2400-|;2520 


TriLE  OF  Class: 

CLERK  OF  JUVENILE  COURT— DISTRICT  OF  COLUMBIA 

Specifications  of  Claaa  /  {) 

Duties: 

Under  the  general  direction  of  the  Juvenile  Court  of  the  District  of  Colum- 
bia ;  to  supervise  Its  custodial  force  and  the  clerical  force  of  the  clerk's  office ; 
to  attend  Its  sessions  and  record  Its  proceedings;  to  administer  oaths;  to 
execute  court  orders  and  processes;  to  sign  checks,  summonses,  and  vouch- 
ers for  jury  service;  to  act  as  law  clerk  for  the  court,  conducting  legal  re- 
search and  preparing  briefs,  opinions,  and  proposed  legislative  bills;  to  order 
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supplies,  fnniitnre,  and  building  repairs  and  to  approve  bills  therefor;  to 
sapervise  the  collection  and  disbursement  of  court  funds;  to  render  financial 
reports  to  the  Auditor  for  the  District  of  Ck)lumbia  and  statistical  reports  as 
required;  to  prepare  estimates  for  appropriations;  to  answer  general  cor- 
respondence and  correspondence  involving  points  of  law  as  assigned;  and  to 
perform  related  work  as  required. 

Qualificatimis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  from  a  recognized  law  school;  several  years*  clerical  and  legal  experi- 
ence which  involved  meeting  the  public  and  the  exercise  of  executive  or 
supervisory  functions;  familiarity  with  formal  legal  procedure;  and  tact. 

Principal  Lines  of  Promotion 

From:  Senior  Court  Assistant;  Deputy  Court  Clerk;  Clerk  of  Police  Court, 

District  of  Columbia ;  Clerk  of  Municipal  Court,  District  of  Columbia. 
To:  Assistant  Clerk  of  Federal  Court. 

Compensation  for  Class 

Annual:  $2400^2520^2e40-$2760 


Name  of  Group  of  Classes: 

ASSISTANT  CLERK  OF  FEDERAL  COURT 

Titles  of  Typical  Classes  in  Group  : 

Assistant  Clerk  of  U.  S.  Court  of  Customs  Appeals  i   i 

Assistant  Clerk  of  U.  S.  Court  of  Claims 

Assistant  Clerk  of  Court  of  Appeals  of  the  District  of  Columbia 

Specifications  of  Classes  in  Group 
Dnties: 

Under  the  general  supervision  of  the  clerk  of  a  Federal  court  ranking 
next  to  the  Supreme  Court  of  the  United  States,  to  conduct  the  clerical  work 
of  his  office,  and  to  act  for  him  in  his  absence;  to  receive,  docket,  file  and 
index  legal  papers  and  documents ;  to  attend  sessions  of  the  court  and  record 
its  proceedings;  to  make  up  records  on  appeal  to  the  Supreme  Court  of  the 
United  States;  to  assist  in  the  preparation  of  orders,  judgments,  and  decrees; 
to  oversee  the  printing  of  records ;  to  advise  counsel,  litigants,  and  the  public 
as  to  the  status  of  cases,  and  the  interpretation  of  court  rules,  practice  and 
precedents;  to  oversee  the  preparation  of  financial  statements  and  other  re- 
ports; and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  from  a  recognized  law  school;  not  less  than  three  years*  experience  in 
formal  legal  procedure  and  the  application  of  legal  principles;  some  knowl- 
^ge  of  accounting;  preferably  some  stenographic  and  typewriting  ability; 
good  judgment;  good  address  and  tact. 

Special  Qualifications: 

For  the  Assistant  Clerk  of  the  Court  of  Customs  Appeals,  special  knowledge 
of  tariff  legislation  and  customs  law  and  precedents, 

For  the  Assistant  Clerk  of  the  Court  of  Claims,  special  knowledge  of  the 
law  and  precedents  relating  to  claims  against  the  United  States, 

For  the  Assistant  Clerk  of  the  Court  of  Appeals,  District  of  Columbia,  spe- 
cial knowledge  of  the  laws  of  the  District  of  Columbia  and  of  appellate  prac- 
tice from  the  local  courts  and  the  Commissioner  of  Patents. 

Principal  Lines  of  Promotion 

From:  Deputy  Court  Clerk;  Clerk  of  Police  Court,  District  of  Columbia; 

Clerk  of  Juvenile  Court,  District  of  Columbia;  Clerk  of  Municipal  Court, 

District  of  Columbia ;  Senior  Court  Assistant 
To :  Clerk  of  Federal  Court. 

Compensation  for  Classes  in  Group 
^^Tial:  $2700-$282M294(>-|3060 


Clerk  of  U.  S.  Court  of  Claims 

Cleric  of  Court  of  Appeals  of  the  District  of  Columbia 
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Name  of  Group  of  Classes  : 
CLERK  OF  FEDERAL  COURT 

Titles  of  Typical  Classes  in  Gboup  : 
Clerk  of  U.  S.  Court  of  Customs  Appeals 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction  of  a  court  ranking  next  to  the  Supreme  Court  of  the 
United  States,  to  have  charge  of  Its  business  ofllce  and  to  supervise  Its  clerical 
and  custodial  force;  to  direct  the  receiving,  recording,  indexing,  and  filing  of 
court  records,  motions,  and  other  papers ;  to  conduct  the  banking  business  of  the 
office ;  to  collect  all  fees  and  charges,  and  to  account  for  them  to  the  Treasurer 
ot  the  United  States;  to  prepare  financial  and  statistical  statements;  to  pre- 
l»are  estimates  of  costs  and  to  collect  the  same;  to  prepare  records  on  appeal, 
writs  of  error,  or  writs  of  certiorari  to  the  Supreme  Court  of  the  United  States ; 
to  supervise  the  printing  of  records ;  to  attend  sessions  of  the  court  and  record 
its  proceedings;  to  oversee  the  preparation  of  court  calendars;  to  promulgate 
decisions,  mandates  and  other  orders ;  to  advise  counsel  as  to  the  status  of  cases, 
jind  the  Interpretation  of  court  rules,  practice,  and  precedents ;  to  handle  corre- 
fjpondence;  to  act  as  custodian  of  the  court  building  where  required;  and  to 
perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
from  a  recognized  law  school ;  not  less  than  five  years'  responsible  experience  In 
formal  legal  procedure  and  the  application  of  legal  principles,  at  least  three  of 
which  shall  have  been  as  an  assistant  clerk  In  a  court  of  equal  rank  to  those 
here  concerned ;  and  general  knowledge  of  accounting. 

Special  Qualifications: 

For  the  Clerk  of  the  Court  of  Customs  Appeals,  special  knowledge  of  tariff 
legislation  and  customs  law  and  precedents. 

For  the  Clerk  of  the  Court  of  Claims,  special  knowledge  of  the  law  and  prece- 
<lcnts  relating  to  claims  against  the  United  States. 

For  the  Clerk  of  the  Court  of  Appeals,  District  of  Columbia,  special  knowledge 
of  the  laws  of  the  District  of  Columbia  and  of  appellate  practice  from  the  local 
•courts  and  Commissioner  of  Patents. 

Principal  Lines  of  Promotion 

From :  Assistant  Clerk  of  Federal  Court. 

Compensation  for  Classes  in  Group 


DOCKETING 


Title  of  Class  : 

UNDER  DOCKET  CLERK 

Specifications  of  Class  I  O 

Duties: 

Under  Immediate  supervision,  to  perform  the  simplest  routine  clerical  work 
In  connection  with  the  proceedings  of  cases  Instituted  before  a  coUi*t,  board, 
commission,  or  other  body  possessing  legal  or  quasi-legal  powers  of  adjudica- 
tion; and  to  assist  attorneys,  examiners,  docket  clerks  of  higher  rank,  or 
others,  by  performing  related  clerical  work  as  may  be  required  in  the  pro- 
cedure and  disposition  of  the  cases  Instituted. 

Examples:  Making,  copying,  or  verifying  entries  in  docket  books,  or  on 
cards,  files,  or  documents;  preparing,  proof  reading,  and  filing  dally  docket 
sheets ;  filing  papers  or  briefs  with  cases ;  entering  docket  numbers  on  letters, 
memoranda,  and  documents,  where  no  power  of  selection  is  ^ercised;  assist- 


RECLASSIFICATION  COMMISSION  REPORT — ^PART  II.  39 

!ng  in  the  preparation  of  statistical  reports  of  adjudication  work ;  comparing 
field  reports  of  attorneys,  examiners,  or  others,  with  docket  entries  or  with 
files;  making  out  requisition  forms  for  legal  files,  exhibits,  or  other  papers  or 

articles. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  six  months*  clerical  experience  involving  recording  and  filing; 
good  penmanship ;  accuracy  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Under  Clerk ;  Under  File  Clerk. 

To;  Junior  Docket  Clerk;  Senior  File  Clerk. 

Compensation  for  Class 

Annual:  $1260-|1320-$1380 


Title  of  Class  : 

JUNIOR  DOCKET  CLERK  ^ 

Specifications  of  Class  *  '^ 

Duties: 

Under  supervision,  to  perform  routine  clerical  work  in  connection  with  the 
proceedings  of  cases  instituted  before  a  court,  board,  commission,  or  other 
body  possessing  legal  or  quasi-legal  powers  of  adjudication;  and  to  assist 
attorneys,  examiners,  docket  clerks  of  the  same  or  higher  rank,  or  others  by 
performing  related  clerical  work  as  may  be  required  in  the  procedure  and 
disposition  of  the  cases  instituted. 

Examples:  Receiving,  acknowledging,  arranging  or  classifying  as  instructed, 
docketing,  filing,  indexing,  checking,  preparing,  and  routing  legal  papers  and 
exhibits;  recording  the  proceedings  of  cases  in  docket  books  or  on  cards; 
assi^ing  docket  numbers;  searching  legal  files;  checking  affidavits,  informa- 
tions, commercial  memoranda,  or  other  papers  in  order  to  identify  them  with 
the  aises  concerned,  but  not  to  determine  legal  form  or  sufficiency ;  assisting 
in  writing  findings,  certificates  of  cost,  and  letters  of  transmittal;  preparing 
statistical  reports  of  adjudication  work;  answering  the  telephone  and  giving 
information  to  attorneys  and  others. 

Qnalifioitioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  experience  in  docket  or  related  clerical  work  in  connec- 
tion with  formal  adjudication  proceedings ;  some  familiarity  with  legal  phrase- 
ology ;  good  penmanship ;  accuracy  and  good  judgment. 

Principal  Lines  of  Promotton 

From:  Under  Docket  Clerk;  Junior  Recording  Clerk;  Junior  File  Clerk. 
To:  Senior  Docket  Clerk. 

Compensation  for  Class 

Annual:  $144<M160M1560 


Title  of  Class  : 

SENIOR  DOCKET  CLERK  *^  5 

Specifications  of  Class 

Duties: 

I'nder  general  supervision,  to  perform  responsible,  supervisory,  or  somewhat 
specialized  work  in  connection  with  the  proceedings  of  cases  instituted  before 
a  court,  board,  commission,  or  other  body  possessing  legal  or  quasi-legal  powers 
of  adjudication ;  and  to  assist  attorneys,  examiners,  docket  clerks  of  the  same 
or  higher  rank,  or  others  by  performing  related  clerical  work  as  may  be 
i^Qlred  in  the  procedure  and  disposition  of  the  cases  instituted. 

Examples:  Independently  keeping  dockets  of  formal  appeal s»  petitions,  ex- 
hibits, hearings,  arguments,  decisions,  orders,  or  other  proceedings;  independ- 
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ently  preparing  and  correcting  daily  calendar  of  dockets;  sapervislng  and 
instructing  docket  clerks  of  the  same  or  lower  rank  in  making  and  checking 
docket  entries,  or  in  conducting  the  filing,  distribution,  and  the  record  of  the 
distribution  of  formal  appeals,  petitions,  or  other  legal  forms;  analyzing  and 
docketing  correspondence  and  statements  submitted  in  controversies  before  a 
wage  board  and  preparing  digests  for  the  use  of  tiie  board ;  answering  inquiries 
and  correspondence  concerning  hearings,  decisions,  and  the  status  of  cases; 
meeting  the  public ;  briefing  contested  cases ;  preparing  continuing  historical  rec- 
ords of  corporations  or  other  organizations  from  correspondence,  minutes  of 
directors*  and  stockholders'  meetings,  auditors*  reports,  and  formal  documents ; 
maintaining  card  histories  of  compromise  cases  under  the  Internal-Revenue 
laws ;  keeping  fiduciary  bond  dockets. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years  of  experience  in  docket  or  related  work  in  connection  with 
formal  adjudication  proceedings,  at  least  two  years  of  which  shall  preferably 
have  been  spent  as  Junior  Docket  Clerk ;  preferably  some  legal  training ;  super- 
visory ability ;  and  good  judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Docket  Clerk. 

To:  Principal  Docket  Clerk;  Clerk,  Board  of  Appeals,  United  States  Patent 
.  Ofilce;  Clerk,  Interstate  Commerce  Commission. 

Compensation  for  Class 

Annual:  |162(>-$168M1740-$1800 


Title  of  Class: 

PRINCIPAL  DOCKET  CLERK 

Specifications  of  Class  ^  /% 

Duties:  4  t3 

Under  direction,  to  perform  responsible,  highly  specialized,  or  dlfllcult  work 
in  connection  with  the  proceedings  of  cases  Instituted  before  a  court,  board, 
commission,  or  other  body  possessing  legal  or  quasi-legal  powers  of  adjudica- 
tion; and  to  perform  related  work  ns  required. 

Examples:  Acknowledging,  docketing  and  classifying,  appeals,  petitions,  and 
other  documents  and  referring  them  to  an  adjudication  organization,  or  to 
several  substantially  Independent  adjudication  units;  controlling  the  flow  of 
work  to  docket  clerks  of  the  same  or  lower  grade  in  other  units ;  docketing  the 
Imposition  and  collection  of  fines  and  recording  other  proceedings  In  Federal 
cases  from  the  reports  of  United  States  District  Attorneys,  marshals,  and  clerks 
of  courts,  and  indorsing  warrant  certificates  and  conducting  correspondence 
concerning  the  Imposition  of  fines  and  their  proper  dispositions ;  personally  con- 
ducting the  docket  system  of  an  adjudication  division;  briefing  or  supervising 
the  briefing  and  docketing  of  legal  correspondence  in  contested  cases ;  examin- 
ing formal  complaints,  appeals,  petitions,  pleadings,  motions,  testimony,  ex- 
hibits, printed  records,  and  other  papers  as  to  form  and  legal  sufficiency;  In 
some  cases,  under  the  Head  Docket  Clerk,  conducting  the  work  of  a  small  docket 
organization  and  acting  for  him  In  his  absence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  by 
not  less  than  one  year's  training  or  experience  In  general  law  and  procedure  or 
In  a  specialized  branch  of  law  and  procedure  related  to  the  work  of  an  adjudi- 
cation body,  and  by  not  less  than  four  years'  experience  In  docket  or  related 
clerical  work  In  connection  with  formal  adjudication  proceedings,  at  least  two 
of  which  shall  preferably  have  been  spent  as  a  Senior  Docket  Clerk ;  and  good 
judgment. 

Principal  Lines  of  Promotion 

From :  Senior  Docket  Clerk. 
To :  Head  Docket  Clerk. 

Compensation  for  Class 

Annual:  $198M210O-$222a-$2340 
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Name  of  Gboitp  of  Classes  : 
HEAD  DOCKET  CLERK 

Titles  of  Typical  Classes  in  Gboup  : 

Head  Docket  Clerk  (Fedend  Trade  Commission)  ^  ^ 

Head  Docket  Clerk  (Interstate  Commerce  Commission)  /  4 

Head  Docket  Clerk  (Patent  Office) 

Specifications  of  Classes  in  Group 
Dnties: 

Under  general  direction,  to  haye  responsible  charge  of  the  work  of  a  small 
organization  engaged  in  receiving,  acknowledging,  classifying,  docketing,  Index- 
ing, filing,  examining  and  assigning  on  apiieals,  petitions,  pleadings,  transcripts 
of  testimony,  attorneys*  reports,  or  other  documents  used  in  the  proceedings  of 
cases  before  a  governmental  board,  commission,  or  other  body  possessing  legal 
or  quasi-legal  powers  of  adjudication ;  or,  under  the  Chief  Docket  Clerk,  to  take 
charge  of  the  work  of  a  large  organization  engaged  on  similar  work  and  to  act 
for  him  In  his  absence;  to  prepare  data;  to  conduct  correspondence;  in  some 
cases,  to  supervise  the  preparation  and  forwarding  of  records  to  courts  of 
appeals ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  by 
two  years  of  law  school,  and  by  not  less  than  three  years'  experl^ice  as  a 
Principal  Docket  Clerk  or  its  equivalent;  supervisory  ability;  and  good  judg- 
ment 

Special  Qualifications: 

For  each  class  in  the  group,  specialized  knowledge  of  the  laws,  regulations, 
and  formal  procedure  of  the  organization  in  which  the  work  Is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Principal  Docket  Clerk. 
To :  Chief  Docket  Clerk. 

Compensation  for  Classes  in  Group 

Annual :  |2400-|2520-$2e4(>-|2760 


NAifE  or  Group  of  Classes  : 

CHIEF  DOCKET  CLERK  ^  ^ 

Title  of  Typical  Class  in  Group  : 

Chief  Docket  Clerk  (Interstate  Commerce  Commission) 

Specifications  of  Classes  in  Group 


Under  the  general  direction  of  an  administrative  official,  to  have  responsible 
charge  of  the  work  of  a  large  organization  engaged  in  receiving,  acknowledging, 
classifying,  docketing.  Indexing,  filing,  examining,  and  assigning  appeals,  peti- 
tions, pleadings,  or  other  documents  used  in  the  proceedings  of  cases  instituted 
before  a  governmental  board,  commission,  or  other  body  possessing  legal  or 
quasi-legal  powers  of  adjudication;  to  hold  conferences  with  attorneys,  com- 
plainants, and  others,  and  to  advise  them  as  to  the  preparation,  practice,  and 
procedure  of  cases;  to  confer  with  administrative  officials  on  matters  and 
problems  of  policy ;  to  set  dates  for  hearings  and  arguments ;  to  decide  matters 
of  practice  and  procedure ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
from  a  recognized  law  school ;  not  less  than  three  years'  experience  as  Head 
Docket  Clerk ;  administrative  ability ;  and  good  judgment. 
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Special  Qualifications: 

For  each  class  in  the  group,  a  high  degree  of  specialized  knowledge  of  tlie 
laws,  regulations,  and  formal  procedure  of  the  organization  in  which  the  work 
is  performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Prom :  Head  Docket  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $300(M3120-$3240-$3360 


OTHER  CLASSES  IN  THE  COURT  CLERK  AND  DOCKET  SERVICK 


Title  of  Class  : 

CLERK,  INTERSTATE  COMMERCE  COMMISSION 

Specifications  of  Class  ^  Q 

Duties:  .  •  ^ 

Under  general  direction,  to  act  as  clerk  to  the  Interstate  Commerce  CJom- 
misslon  when  hearing  arguments  and  deciding  cases ;  to  take  charge  of  the  pro- 
curement, preparation,  submission,  and  return  of  dockets,  transcripts  of  testi- 
mony, exhibits,  and  official  records  used  in  hearings  or  arguments;  to  be 
responsible  for  the  reporting  of  the  hearings;  to  keep  permanent  records  of 
hearings  and  arguments ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  the  Interstate  Commerce  Commission, 
and  thorough  knowledge  of  its  formal  procedure ;  good  judgment  and  tact. 

Principal  Lines  of  Promotion 

From:  Senior  Docket  Clerk. 

Compensation  for  Class 

Annual :  $1920-$1980-$2040-$2100 


Title  of  Class  : 

CLERK,  BOARD  OF  APPEALS,  UNITED    STATES   PATENT    OFFICE 

Specifications  of  Class  ^,    ^ 

Duties:  0(1 

Under  the  general  direction  of  the  Board  of  Appeals  of  the  United  States 
Patent  Office,  to  have  charge  of  its  clerical  work;  to  conduct  the  receiving, 
recording,  indexing,  and  filing  of  papers  and  records  in  ex  parte  cases  on  ap- 
peal from  primary  examiners,  inter  partes  cases  on  appeal  from  examiners  of 
interferences,  and  motions  on  appeal  from  law  examiners ;  to  estimate  the  time 
required  for  hearings,  and  to  set  hearing  dates  and  arrange  a  daily  calendar; 
to  keep  the  docket  books  of  the  Board ;  to  enter  actions,  to  file  decisions,  and  to 
pnepare  cases  for  return  to  offices  from  which  appeals  are  taken ;  to  conduct  the 
"Correspondence  and  answer  inquiries  concerning  hearings  and  decisions;  and 
to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  in  the  Patent  Office;  thorough  knowledge  of 
the  Rules  of  Practice  and  the  procedure  in  patent  applications  and  appeals; 
good  Judgment  and  tact 

Principal  Lines  of  Promotion 

From :  Senior  Docket  Clerk. 

Compensation  for  Class 

Annual:  $192(M198a-$2<Ma-$2100 


4.  THE  DEPARTMENTAL  PUBLICATIONS  AND  IN- 

FORMATION  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  the  preparation  and  dissemination  of  informational  ma^ 
terial,  such  as  official  publications,  press  and  cxhiJHt  material,  motion  picture 
films,  and  other  material,  concerning  matters  of  public  interest  or  descriptive 
of  various  Oovemment  activities. 

Bditino,  Indexing,  and  Pboof  Reading: 
Janior  Indexer 
Senior  Indexer  (Group) 

Proof  Boader,  Dopartmontml 

Editorial  AMlrtant 
Aaolstant  Editor  (Groap) 
Editor   (Group) 
Sonior  Editor  (Groap) 

Exhibits  : 

Exhibits  AMistont 
Janlor  Exhlbito  Director 
Exhiblta  Director 

History  : 

Historical  Beooarch  Aiotetoiit 
Historian 

IlfFOBlfATlON,   DBPABTMSNTAL 

Janlor  Information  Clerk  (Groap) 
Bontor  Information  Cloik  (Groap) 

Guide,  Bareaa  of  EnsraTins  and  Printing 

IirroBMATiON,  Public: 
Information  Aid 
lUastrations  Assistant 
Special  Writer 
Information  Assistant 
Janlor  Information  Director 
Information  Director 


Motion  Pictubes  : 

Film  Distribution  Clerk 

Sconaria  Editor 

Motion  Picture  Export 
Motion  Pictaro  Director 

Publications — Pbocubbment  and  Distbibution  : 
Junior  PablicatiOBS  dark 
Senior  Publications  Qerk 
Chief  PubllcatlOBS  Clerk 
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EDITING,  INDEXING,  AND  PROOF  READING 


Title  of  Class  : 
JUNIOR  INDEXER 


Specificatioiui  of  Class 


Duties:  OJL 

Under  supervision,  to  perform  simple  routine  work  In  connection  with  Index- 
ing of  Government  publications;  and  to  perform  related  work  as  required. 

Examples:  Making  simple  entries  to  be  verified;  doing  preliminary  filing  of 
entries ;  compiling  directories  of  names. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  gen- 
eral clerical  ability  and  accuracy. 

Principal  Lines  of  Promotion 

To :  Senior  Indexer ;  Proof  Reader,  Departmental ;  Editorial  Assistant. 

•     Compensation  for  Class 

Annual :  $12ea-«1320-$1380 


Name  of  Gboup  of  Classes  : 
SENIOR  INDEXER 

Titles  of  Typical  Classes  in  Gboup  : 

Senior  Indexer  (Experiment  Station  Record) 

Senior  Indexer  (Patent  Commission's  Decisions) 

Senior  Indexer  (State,  War  and  Navy  Department  Laws)  ^^ 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  make  Indexes  of  Government  and  other  publica- 
tions or  documents  of  a  specialized  scientific  or  technical  nature ;  to  determine 
questions  of  terminology  for  entries;  to  make  cross  references;  to  alphabetize 
entries ;  to  edit  and  proof  read  completed  indexes ;  and  to  perform  related  work 
as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  au 
Institution  of  recognized  standing ;  not  less  than  one  year's  experience  in  index- 
ing for  publication ;  some  knowledge  of  copy  editing  and  proof  reading ;  pref- 
erably some  knowledge  of  foreign  languages;  accuracy  and  capacity  for  detail. 

Special  Qualifications: 

For  each  class  in  the  group,  good  working  knowledge  of  the  subject  matter, 
especially  Its  nomenclature  and  terminology,  dealt  with  in  the  publications  to 
be  indexed,  as  Indicated  by  the  title  of  that  class. 

Compensation  for  Classes  in  Group 

Annual:  $192(M1080^2040-$2100 


Title  of  Class: 

PROOF  READER,  DEPARTMENTAL  g^ 

Specifications  of  Class 
Duties: 

Under  supervision,  to  read  proof  to  see  that  It  is  free  from  t^ypographical 
errors  or  errors  in  punctuation,  capitalization,  spelling,  and  syntax;  to  see 
that  the  general  style  of  publication  has  been  maintained  throughout  that 
various  subdivisions,  headings,  and  subheadings  are  uniform,  that  tables  have 
been  supplied  with   uniform  headings,  and  that  numbers   and   legends   are 
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affixed:  to  see  that  general  instructions  as  to  makeup  and  type  have  been 
complied  with ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  good 
ct>inraand  of  English ;  accuracy  and  thoroughness. 

Principal  Lines  of  Promotion 

From:  Junior  Indexer. 

To :  Senior  Indexer ;  Editorial  Assistant. 

Compensation  for  Class 

Annual:  91440-|160Q-$15eO 


Title  of  Class: 

EDITORIAL  ASSISTANT 

Specifications  of  Class  ^  J. 

Duties:  ^  ^ 

Under  supervision,  to  assist  in  preparing  for  the  printer  reports,  bulletins, 
circulars,  articles,  and  other  material  to  be  published ;  and  to  perform  related 
work  as  required. 

Examples :  Editing  manuscripts  for  form  and  marking  them  for  the  printer, 
indicating  the  style  of  type,  headings,  legends,  and  footnotes ;  reading  and  re- 
using galley  and  page  proof;  preparing  title  pages,  tables  of  contents,  and 
indices;  verifying  references;  correcting  captions  on  pictures  and  charts; 
affixing  numbers  and  legends  of  illustrations;  keeping  records  of  the  manu- 
v<cript,  galley  proof,  and  page*  proof  for  each  publication ;  consulting  with  and 
advising  the  chief  of  the  department  or  bureau  and  others  concerning  printing. 

QualificaticMM: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  and  not  less  than  two  years'  experience  in  proof  reading  and  editorial 
work;  familiarity  with  Government  Printing  Office  procedure;  accuracy, 
thoroughness,  and  tact. 

Principal  Lines  of  Promotion 

From:  Junior  Indexer;  Proof  Reader,  DepartmentaL 
To:  Assistant  Editor. 

Compensation  for  Class 

Annual:  $1620-41680-$1740-$1800 


N'ame  of  Group  of  Classes  : , 

ASSISTANT  EDITOR 

Titles  of  Ttpicai.  Classes  in  Gboxjp  : 

Assistant  Editor  (Bureau  of  Education)  ^^j 

Assistant  Editor  (Geological  Survey) 

Specifications  of  Classes  in  Group 

Duties: 

Under  direction,  to  edit  for  literary  form  and  to  prepare  for  the  printer,  re- 
ports, bulletins,  circulars,  press  articles,  and  other  material  to  be  published ; 
in  some  cases,  to  supervise  such  work ;  and  to  perform  other  related  work. 

Examples :  Determining  the  suitability  of  material  for  publication,  from  the 
point  of  view  of  governmental,  departmental,  or  bureau  policy,  revising  manu- 
scripts for  correctness,  clearness  of  expression,  and  accuracy  of  statement ;  re- 
arranging material  in  logical  sequence;  verifying  statistical  and  other  ma- 
terial; supplementing  statistical  and  text  material  when  necessary;  preparing 
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Illustrations  for  printing:  supervising  the  preparation  of  copy  for  the  printer, 
including  the  reading  and  revising  of  proof;  consulting  with  and  advising  the 
chief  of  the  department  or  bureau  in  matters  relating  to  editing  and  printing. 

Common  Qualifications: 

Training  eoulvalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  proven  ability  and  not  less  than  three 
years'  experience  in  editorial  work ;  knowledge  of  printing  methods  of  Govern- 
ment Printing  Office  procedure ;  keen  perception,  tact,  and  accuracy. 

Special  Qualifications: 

.  For  each  class  in  the  group,  familiarity  with  the  particular  field  of  activity 
of  the  department  or  bureau  In  which  the  work  Is  performed,  as  Indicated  by 
the  title  of  that  clasa 

Principal  Lines  of  Promotion 

From :  Editorial  Assistant ;  Senior  Indexer. 
To:  Editor;  Senior  Editor. 

Compensation  for  Classes  in  Group 

Annual:  $204a-f2ie(M2280-$2400>$2520 


Name  of  Gboup  of  Classes  : 
EDITOR  1 

TiTUcs  OF  Typical  Classes  in  Gboup  : 

Editor  (Bureau  of  Education)  ^ 

Editor  (Geological  Survey)  OQ 

Specifications  of  Classes  in  Group 
Duties: 

To  direct  the  editorial  work  of  a  department,  bureau,  or  other  Government 
organization  In  which  the  editorial  work  is  of  lesser  scope  or  development  than 
that  of  an  organization  served  by  a  Senior  Editor,  or  to  assist  a  Senior  Editor 
in  directing  the  work  of  an  editorial  staff ;  to  supervise  the  editing,  the  prepara- 
tion for  printing,  and  the  proof  reading  of  official  publications  of  the  department 
or  bureau ;  to  consult  with  and  to  advise  the  chief  of  the  department  or  bureau 
and  others  concerning  matters  of  editorial  policy ;  In  consultation  wlthadmin- 
Istrative  officials,  to  determine  the  public  need  for  publications  on  a  particular 
subject,  and  to  suggest  the  gathering  of  material  and  its  preparation  In  manu- 
script for  publication ;  to  review  current  publications  relative  to  the  particular 
field  of  work  In  which  the  department  or  bureau  Is  engaged;  occasionally,  to 
write  special  articles  involving  original  research,  or  to  prepare  or  supervise 
the  preparation  of  press  material ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  preferably  with  major  work  in  English; 
proven  ability  and  not  less  than  four  years'  experience  in  editorial  work; 
knowledge  of  printing  processes  and  of  Government  Printing  Office  procedure; 
and  administrative  ability. 

Special  Qualifications: 

For  each  class  In.  the  group,  broad  general  knowledge  of  the  subject  or  sub- 
jects dealt  with  In  U  e  publications  of  the  department  or  bureau  In  which  the 
work  is  perf<:»T*nied,  as  Indicated  in  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant rjbf^^^or. 
To:  Senior  Edltorir  - 

Compensation  for  Classes  in  Group 

Annual:  $264O-^27eO~$288O>|d00M3120 

^Thl8  class  does  not  include  positions  for  which  the  major  requirement  Is  sdentifie, 
professional,  or  technical  knowledge  in  a  particular  field. 


RBCLASSIFIC3ATI0N  COMMISSION  REPOBT — ^PABT  II.  47 

Name  of  Gboup  of  Glasses  : 
SENIOR  EDITOR  ^ 

Titles  op  Typical  Ci^sses  in  Group  : 

Senior  Editor  (Bureau  of  Labor  Statistics) 

Senior  Editor  (States  Relations  Service)  QO 

Specifications  of  Classes  in  Group 

Duties:  • 

To  direct  the  editorial  work  of  a  department  or  other  Government  organi- 
zation in  which  a  large  and  diverse  volume  of  reports,  bulletins,  circulars, 
press  articles,  and  other  material  for  publication  is  produced;  to  supervise 
the  editing,  the  preparation  for  printing,  and  the  proof  reading  of  these  pub- 
lications; to  consult  with,  and  to  advise  the  chief  of  the  department  or  bureau 
and  otliers  concerning  matters  of  editorial  policy;  in  consultation  with  ad- 
ministrative officials,  to  determine  the  public  need  for  publications  on  a  par- 
ticular subject,  and  to  suggest  the  gathering  of  material  and  its  preparation 
in  manusoript  for  publication ;  to  select  current  publications  on  subjects  of  in- 
terest to  the  department  or  bureau,  and  be  responsible  for  having  them  ab- 
stracted or  reviewed ;  to  prepare  or  to  supervise  the  preparation  of  press  ma- 
terial; occasionally,  to  write  special  articles  involving  original  research,  or  to 
answer  correspondence  involving  research  in  the  field  of  work  in  which  the 
department  or  bureau  is  engaged ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  preferably  with  major  work  in  English ; 
proven  ability  and  not  less  than  five  years'  experience  in  editorial  work; 
thorough  knowledge  of  printing  processes  and  of  Government  Printing  Office 
procedure;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  broad  general  knowledge  of  the  subject  or  sub- 
jects dealt  with  in  the  publications  of  the  department  or  bureau  in  which  the 
wort  is  performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Editor ;  Assistant  Editor. 

Compensation  for  Classes  in  Group 

Annual:  ^600-$3840-$4080--$4320 


EXHIBITS 


Title  or  Class  : 
EXHIBITS  ASSISTANT 

Specifications  of  Class  QQ 

Dnttes:  OO 

To  assist  in  the  preparation  of  exhibits,  including  panels,  charts,  models, 
iBotion-picture  films,  slides,  and  other  exhibit  materials ;  to  perform  such  work 
&s  may  be  assigned  in  connection  with  the  laying  out  of  cificults,  and  shipping, 
installing,  and  demonstrating  exhibits;  to  make  estimates,  keep  records  and 
accounts,  and  handle  correspondence ;  and  to  perform  related  wor     us  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  fn  ii-  lilgh  school ;  not 
'^s  than  one  j'ear's  experience  in  the  preparation  of  exhibits;  Initiative  and 
originality. 


*Thl8  clags  doefl  not  include  positions  for  which  the  major  requirement  is  scientific, 
profestioiiai,  or  technical  knowledge  in  a  particular  field. 
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illustrations  for  printing ;  supervising  the  preparation  of  copy  for  the  printer, 
including  the  reading  and  revising  of  proof;  consulting  with  and  advising  the 
chief  of  the  department  or  bureau  in  matters  relating  to  editing  and  printing. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  proven  ability  and  not  less  than  three 
years'  experience  in  editorial  work ;  knowledge  of  printing  methods  of  Govern- 
ment Printing  Office  procedure ;  keen  perception,  tact,  and  accuracy. 

Special  Qualifications: 

.  For  each  class  in  the  group,  familiarity  with  the  particular  field  of  activity 
of  the  department  or  bureau  in  which  the  work  Is  performed,  as  indicated  by 
the  title  of  that  clasa 

Principal  Lines  of  Promotion 

From :  E^litorial  Assistant ;  Senior  Indexer. 
To:  Editor;  Senior  Editor. 

Compensation  for  Classes  in  Group 

Annual:  $204(X-*2ie(M2280-$2400-$2520 


Name  of  Gbouf  of  Classes: 

EDITOR  1 

Titles  of  Typical  Classes  in  Geoup  : 

Editor  (Bureau  of  Education)  ^  ^ 

Editor  (Geological  Survey)  ^Q 

Specifications  of  Classes  in  Group 
Duties: 

To  direct  the  editorial  work  of  a  department,  bureau,  or  other  Government 
organization  in  which  the  editorial  work  Is  of  lesser  scope  or  development  than 
that  of  an  organization  served  by  a  Senior  Editor,  or  to  assist  a  Senior  Editor 
In  directing  the  work  of  an  editorial  staff ;  to  supervise  the  editing,  the  prepara- 
tion for  printing,  and  the  proof  reading  of  official  publications  of  the  department 
or  bureau ;  to  consult  with  and  to  advise  the  chief  of  the  department  or  bureau 
and  others  concerning  matters  of  editorial  policy ;  in  consultation  wlthadmin- 
Istrative  officials,  to  determine  the  public  need  for  publications  on  a  particular 
subject,  and  to  suggest  the  gathering  of  material  and  its  preparation  In  manu- 
script for  publication ;  to  review  current  publications  relative  to  the  particular 
field  of  work  in  which  the  department  or  bureau  is  engaged;  occasionally,  to 
vrrite  special  articles  Involving  original  research,  or  to  prepare  or  supervise 
the  preparation  of  press  material ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  preferably  with  major  work  In  English ; 
proven  ability  and  not  less  than  four  years'  experience  In  editorial  work; 
knowledge  of  printing  processes  and  of  Government  Printing  Office  procedure ; 
and  administrative  ability. 

Special  Qualifications: 

For  each  class  in.  the  group,  broad  general  knowledge  of  the  subject  or  sub- 
jects dealt  with  In  tl  e  publications  of  the  department  or  bureau  in  which  the 
work  is  perfov*Ti)ed,  as  Indicated  in  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant r^^^^^or. 
To:  Senior  Editorir  - 

Compensation  for  Classes  in  Group 

Annual:  $264O-^276O-$288MdO00-$3120 

^This  class  does  not  include  positions  for  which  the  major  requirement  is  scientific, 
professional,  or  technical  knowledge  in  a  particular  field. 
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Name  of  Gboxtp  of  Culsses  : 
SENIOR  EDITOR  ^ 

Titles  ot  Typical  Classes  in  Gboup  : 

Senior  Editor  (Bureau  of  Labor  Statiatics) 

Senior  Editor  (Stetes  Relations  Service)  Q  '^ 

Specifications  of  Classes  in  Group 

Duties:  » 

To  direct  the  editorial  work  of  a  department  or  other  Government  organi- 
zation in  which  a  large  and  diverse  volume  of  reports,  huUetlns,  circulars, 
press  articles,  and  other  material  for  publication  is  produced;  to  supervise 
the  editing,  the  preparation  for  printing,  and  the  proof  reading  of  these  pub- 
lications ;  to  consult  with,  and  to  advise  the  chief  of  the  department  or  bureau 
and  others  concerning  matters  of  editorial  policy;  In  consultation  with  ad- 
ministrative officials,  to  determine  the  public  need'  for  publications  on  a  par- 
ticular subject,  and  to  suggest  the  gathering  of  material  and  its  preparation 
in  manuscript  for  publication ;  to  select  current  publications  on  subjects  of  in- 
terest to  the  department  or  bureau,  and  be  responsible  for  having  them  ab- 
stracted or  reviewed ;  to  prepare  or  to  supervise  the  preparation  of  press  ma- 
terial; occasionally,  to  write  special  articles  involving  original  research,  or  to 
answer  correspondence  involving  research  in  the  field  of  work  In  which  the 
department  or  bureau  is  engaged ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  preferably  with  major  work  in  English ; 
proven  ability  and  not  less  than  five  years*  experience  in  editorial  work; 
thorough  knowledge  of  printing  processes  and  of  Government  Printing  Office 
procedure;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  In  the  group,  broad  general  knowledge  of  the  subject  or  sub- 
jects dealt  with  In  the  publications  of  the  department  or  bureau  in  which  the 
work  is  performed,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Editor;  Assistant  Editor. 

Compensation  for  Classes  in  Group 

Annual:  $3600-$3840-$408a-$^20 


EXHIBITS 


Title  of  Glass  : 
EXHIBITS  ASSISTANT 


Specifications  of  Class  C^ 


To  assist  in  the  preparation  of  exhibits,  including  panels,  charts,  models, 
motion-picture  films,  slides,  and  other  exhibit  materials ;  to  perform  such  work 
as  may  be  assigned  in  connection  with  the  laying  out  of  circuits,  and  shipping, 
installing,  and  demonstrating  exhibits;  to  make  estimates,  keep  records  and 
accounts,  and  handle  correspondence ;  and  to  perform  related  wor     is  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  fn  *»■  lilgh  school ;  not 
less  than  one  year's  experience  in  the  preparation  of  exhibits;  initiative  and 

originality. 


^ThlB  class  does  not  Include  positions  for  which  the  major  requirement  is  scientific, 
professional,  or  technical  knowledge  in  a  pari:icular  field. 
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Principal  Uiies  of.  Promotion 

To :  Junior  Bxhiblta  Director. 

Compensation  for  Class 

Annual:  $1620-$168a-$174(>-$1800 


Title  of  Class: 

JUNIOR  EXHIBITS  DIRECTOR 

Specifications  of  Class  c>  (^ 

Duties:  O  J 

To  serve  as  an  associate  or  an  assistant  to  the  Exhibits  Director  of  a  Govem- 
ment  organization  engaged  on  a  broad  scale  In  numerous  and  varied  phases  of 
exhibit  activities,  or  independently,  to  direct  less  comprehensive  exhibit  activi- 
ties ;  to  supervise  the  preparation  and  demonstration  to  the  public  of  exhibits, 
including  panels,  charts,  models,  motion -picture  films,  slides,  and  other  exhibit 
material;  to  supervise  the  making  of  plans  for  assembling  and  demonstrating 
exhibits  at  State  fairs,  expositions,  and  other  assemblies  In  the  United  States 
and  foreign  countries;  to  condtict  cooperative  plans  with  bureaus  or  other 
units  within  the  Government,  and  with  outside  organizations  for  assembling 
and  demonstrating  exhibit  material ;  and  to  perform  other  related  work. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Instltytion  of  recognized  standing;  proven  ability  and  not  less  than  three  years' 
experience  in  the  preparation  of  exhibits;  initiative,  originality,  and  adminis- 
trative ability. 

Principal  Lines  of  Promotion 

From:  Exhibits  Assistant. 

To :  Exhibits  Director ;  Junior  Information  Director. 

Compensation  for  Class 

Annual:  $240(H|264M2880-|dl20 


Tftle  of  Class  : 
EXHIBITS  DIRECTOR 

Specifications  of  Class  UA 

Duties:  ^  ^' 

Under  general  direction,  to  be  responsible  for  the  exhibit  activities  of  a  Gov- 
ernment organization  engaged  on  a  broad  scale  in  numerous  and  varied  phases 
of  such  work ;  to  supervise  the  preparation  and  demonstration  to  the  public  of 
exhibits,  including  panels,  charts,  models,  motion-picture  films,  slides,  and  other 
exhibit  material;  to  supervise  the  making  of  plans  for  assembling  and  demon- 
strating exhibits  at  State  fairs,  expositions,  and  other  assemblies  In  the  United 
States  and  foreign  countries ;  to  conduct  cooperative  plans  with  bureaus  or  other 
units  within  the  Government  and  with  outside  organizations,  for  assembling 
and  demonstrating  exhibit  material ;  and  to  perform  other  related  work. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  proven  ability  and  not  less  than  five 
years*  responsible  experience  in  the  preparing  and  displaying  of  exhibits ;  initi- 
ative, originality,  and  administrative  ability. 

Principal  Lines  of  Promotion 

Prom:  Junior  Exhibits  Director. 
To:  Information  Director. 

Compensation  for  Class 
Annual:  |3e00^&K>-$408O-^20 
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HISTORY 


I      Title  of  Class  : 

\     HISTORICAL  RESEARCH  ASSISTANT 

SpecificatioiiB  of  Class  ,^  ^ 

Duties:  {)  ± 

Under  supervision,  to  assist  in  collecting  and  compiling  from  the  official 
records  and  files  of  the  various  Government  departments  and  from  other 
scmrces  historical  Information  and  material;  and  to  make  it  availahle  to  the 
public  through  summaries,  rei>orts,  or  inde;tes;  and  to  perform  other  related 
worlc. 

Examples :  Collecting  from  the  flies  of  the  Navy  Department  and  from  other 
available  sources  historical  information  necessary  for  the  compilation  of  a 
history  of  the  United  States  Navy  in  the  World  War;  compiling  information 
for  a  history  of  the  office  of  the  Quartermaster  General  and  the  office  of  the 
director  of  purchase,  storage  and  traffic;  collecting  and  studying  official  docu- 
ments l)earlng  on  the  political,  economic,  and  social  conditions  of  present>day 
liussia.  and  annotating  the  material  for  the  departments'  use. 

Qoalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  preferably  with  major  work  in  history; 
oiup  year's  successful  experience  in  research  work;  and  knowledge  of  two 
modem  foreign  languages. 

Compensation  for  Class 

Annual:  $1800^1d20-$2040-$2160 


Tnif  OF  Class  : 
HISTORIAN 


Specifications  of  Class  nn 


Daties: 

To  collect  from  the  official  records,  documents,  and  files  of  the  various  Goy- 
emment  departments,  and  from  other  sources,  historical  information  and  ma- 
terial necessary  for  the  compilation  of  an  official  history  of  the  World  War,  or 
for  otlier  purposes ;  to  test  the  material  for  relative  values,  and  to  prepare  it 
for  publication ;  and  to  perform  other  related  work. 

(loalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  preferably  with  major  work  in  history; 
ex|»rience  and  proven  ability  in  historical  research  and  In  literary  work ;  gen- 
eral knowledge  of  the  Government  departments ;  and  resourcefulness. 

Compensation  for  Class 


INFORMATION,  DEPARTMENTAL 


y^ut  OF  Gboup'of  Classes  : 
JUNIOR  INFORMATION  CLERK 

Titles  of  Typical  Classes  in  Gboup  : 

Jimior  Information  Clerk  (Surgeon  Generars  Office) 

Junior  Information  Clerk  (Adjutant  General's  Office)  {\  ^ 

Specifications  of  Classes  in  Group 

Duties: 

Under  supervision,  to  assist  a  Senior  Information  Clerk  or  other  superior  in 
answering  inquiries  concerning  the  activities  of  a  particular  department  or 

ie491^~2(>— PT  2 4 
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bureau  in  person,  by  telephone,  or  by  the  use  of  form  letters ;  and  to  perform 
related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  good 
address,  tact,  and  resourcefulness. 

Special  Qualifications: 

For  each  class  in  the  group,  general  familiarity  with  the  activities  of  the 
department  or  bureau  in  which  the  work  is  performed  as  Indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

From :  Junior  Clerk. 

To:  Senior  Information  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $1380-$144(>-^1500 


Name  of  Gboup  of  Classes  : 
SENIOR  INFORMATION  CLERK 

Titles  of  Typical  Classes  in  Group  : 

Senior  Information  Clerk  (Surgeon  General's  Office) 

Senior  Information  Clerk  (Adjutant  General's  Office)  ()^ 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  be  responsible  for  the  work  of  answering  in- 
quiries concerning  the  activities  of  a  particular  department  or  bureau,  In  person, 
by  telephone,  or  by  the  use  of  form  letters;  to  supervise  the  work  of  other 
information  clerks  or  personally  to  handle  difficult  cases;  and  to  perform 
related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  as  a  Junior  Information  Clerk;  experience  in 
meeting  the  public ;  pleasant  personality,  tact,  and  resourcefulness. 

Special  Qualifications: 

For  each  class  in  the  group,  familiarity  with  the  activities  of  the  department 
or  bureau  in  which  the  work  is  performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Junior  Information  Clerk. 

Compensation  for  Classes  in  Group 

Annual :  $1620-$ie80-$1740-$1800 


Titij:  of  Class  : 

GUIDE-aUREAU  OF  ENGRAVING  AND  PRINTING  (\  r^ 

Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  conduct  parties  of  visitors  through  the 
building  of  the  Bureau  of  Engraving  and  Printing  and  explain  the  exhibits  and 
the  production  of  the  currency  or  the  securities  of  the  Government;  and  to 
perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
sufficient  experience  in  the  work  of  the  Bureau  of  Engraving  and  Printing  to 
acquire  a  general  knowledge  of  its  processes  and  of  the  history  of  exhibits  of 
Interest  to  the  public ;  tact  and  courtesy. 

Compensation  for  Class 

Hour:  $0.60 
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INFORMATION,  PUBLIC 


Title  of  Class  : 
INFORMATION  AID 

Specifications  of  Class  ^)l\ 

Duties:  ^' ^ 

To  perform,  under  immediate  supervision,  work  in  connection  with  assembling 
and  digesting  information  and  distributing  it  to  the  public,  or  to  department 
or  bureau  workers ;  and  to  perform  related  work  as  required. 

Examples:  Scanning  the  press  for  news  pertinent  to  the  particular  bureau 
or  branch  involved ;  clipping,  classifying,  and  filing  significant  press  articles ; 
assisting  in  the  arrangement  of  material  such  as  market  information  or  ship 
movements  for  daily  or  weekly  bulletins;  classifying  rulings  and  decisions  re- 
lating to  the  enforcement  of  the  particular  laws  with  which  a  department  or 
bareau  is  concerned ;  performing  simple  research  on  assigned  subjects. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  dis- 
crimination and  accuracy. 

Principal  Lines  of  Promotion 

T«):  Information  Assistant;  Special  Writer. 

Compensation  for  Class 
Animal:  $150(>-|1560-$1620 


Title  of  Class  : 
ILLUSTRATIONS  ASSISTANT 

Specifications  of  Class  (\  *^ 

Duties:  ^/  < 

L'litler  general  direction,  to  supervise  the  preparation  of  illustrations  and  art 
material  for  official  periodicals,  reports,  bulletins,  circulars,  imd  press  matter; 
to  handle  correspondence  relative  to  Illustrations ;  to  confer  with  and  advise 
authors  in  the  selection  of  illustrations ;  personally  to  assist  in  the  preparation 
(»f  art  work  when  necessary ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
proren  ability  and  not  less  than  three  years'  experience  as  illustrator ;  and  ad- 
luinlirtrative  ability. 

Principal  Lines  of  Promotion 

t'roni :  Illustrative  Draftsman. 
To:  Junior  Information  Director. 

Compensation  for  Class 

Annual:  $2280-$2400-|2520-$2640-$2760 


TiTu  or  Class  : 

SPEaAL  WRITER  n  C 

Specifications  of  Class 

DatieB: 

Under  general  direction,  to  do  special  writing  of  a  popular  nature  designed 
to  a(!qualnt  the  public  with  the  results  and  practical  application  of  research 
«irri«i  on  by  a  department  or  bureau,  or  to  acquaint  the  public  or  Government 
»*mployees  with  the  provisions  of  laws  for  whose  enforcement  a  department  or 
bureau  is  responsible;  to  supply  newspaper  and  magazine  writers  with  mate- 
rial ;  and  to  perform  other  related  work. 
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.  Examples :  Writing  bulletins  on  child  welfare ;  writing  press  articles  in  re- 
siwnse  to  questions  raised  by  the  public ;  writing  articles  setting  forth  in  popular 
form  information  originally  issued  in  scientific  or  technical  publications;  pre- 
paring manuals  of  instruction  for  the  guidance  of  examiners  of  income  tax  re- 
turns. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  on 
institution  of  recognized  standing;  proven  ability  and  not  less  than  three 
years'  experience  in  writing  for  publication ;  adaptability  and  originality. 

Principal  Lines  of  Promotion 

From:  Information  Aid. 

To:  Information  Director;  Junior  Information  Director. 

Compensation  for  Class 

Annual:  $2400-^2640-$2880~$3120 * 


TiTi^  OF  Class  : 
INFORMATION  ASSISTANT 

Specifications  of  Class  ,^  ,, 

Duties:  ^  i J 

To  assist  in  directing  the  informational  and  publication  work  of  a  depart- 
ment or  bureau;  or  to  perform  responsible  or  Important  work  In  connection 
with  the  publication  of  official  periodicals,  reports,  bulletins,  circulars,  posters, 
or  press  articles ;  and  to  perform  related  work  as  required. 

Examples:  Enlisting  the  support  of  public  and  private  agencies  in  a  public 
health  campaign ;  reviewing  scientific  or  technical  publications  of  a  Government 
department  and  presenting  their  substance  in  popular  language;  furnishing 
newspaper  and  magazine  writers  and  speakers  with  Information  and  material; 
editing  and  reading  proof  of  news  items,  magazine  articles,  statistical  tables, 
and  otiier  press  material;  supervising  mailing  lists  and  planning  the  circula- 
tion of  press  material  and  other  publications  to  the  press. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  firom  an 
institution  of  recognized  standing;  not  less  than  two  years'  successful  experi- 
ence in  Journalism  or  creative  editorial  work,  or,  for  research  positions,  at  least 
two  years'  successful  experience  in  research;  and  knowledge  of  printing  pro- 
i -esses  and  proof  reading. 

Principal  Lines  of  Promotion 

From :  Information  Aid. 

To:  Information  Director;  Junior  Information  Director. 

Compensation  for  Class 

Annuar:  $2400-|2640-^288(>n$3120 


Title  of  Class  : 

JUNIOR  INFORMATION  DIRECTOR 

Specifications  of  Class  1  0  *>^ 

Duties: 

To  serve  as  an  associate  or  an  assistant  to  an  Information  Director,  or  in- 
dependently, to  plan  and  direct  a  large-sized  departmental  news  service,  or 
informational  campaigns  of  broad  development  but  of  lesser  popular  applica- 
tion or  interest  than  those  with  which  an  Information  Director  would  be  con- 
cerned ;  and  to  perform  other  related  work. 

Examples:  Securing  the  cooperation  of  schools,  clubs,  and  other  organiza- 
tions or  individuals  in  the  war-savings  campaign;  directing  a  public  health 
service  campaign;  supervising  an  important  information  service  charged  with 
the  collection  and  transmission  of  data,  statistics,  and  other  information; 
directing  the  preparation  and  issuance  of  press  statements  of  War  Depart- 
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mnt  or  of  State  Department  activities;  supervising  the  gathering,  prepara- 
tion, and  distribution  of  all  material  furnisheti  to  the  press  by  the  Depart- 
ment of  Agriculture ;  supervising  the  publication  and  information  activities  of 
an  important  bureau. 

flnalificmtioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  proven  ability  and  not  less  than  four 
years'  experience  in  journalistic  work ;  administrative  and  organizing  ability ; 
and  ability  to  speak  in  public. 

PrinciiMil  Lines  of  Promotion 

From:  Illustrations  Assistant;  Junior  Exhibits  Director;  Information  Assist- 
ant: Special  Writer;  Motion-Picture  Director. 
To:  Information  Director. 

Compensation  for  Class 

Annual :  $3600-|384(>-$4080-$4320  * 


101 


Title  of  Class  : 
INFORMATION  DIRECTOR 

Specifications  of  Class 
Duties: 

To  plan  and  manage  important  informational  campaigns  of  the  widest  scope 
and  development,  or  to  direct  and  coordinate  the  informational  and  publica- 
tion activities  of  a  Government  organization  engaged  on  a  broad  scale  in 
numerous  and  varied  phases  of  such  work ;  and  to  perform  other  related  work. 

Examples:  Directing  the  work  of  a  large  publicity  campaign,  such  as  the 
war-savings  campaign,  in  all  of  its  phases ;  superintending  the  preparation  and 
distribution  of  official  periodicals,  reports,  bulletins,  circulars,  posters,  press 
and  exhibit  material,  and  motion-picture  films  for  an  entire  department. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  proven  ability  and  not  less  than  five 
years'  experience  in  Journalistic  work;  proven  administrative  and  organizing 
ability;  and  ability  to  speak  in  public. 

Principal  Lines  of  Promotion 

From:  Junior  Information  Director;  Information  Assistant;  Special  Writer; 
Motion-Picture  Director;  Exhibits  Director. 

Compensation  for  Class 


MOTION  PICTURES 


Title  of  Cu^ss  : 

FILM  DISTRIBUTION  CLERK 

Specifications  of  Class  1  f )  ^ 

Duties:  ±V -^ 

Under  supervision,  to  assist  In  the  general  distribution  of  motion-picture 
films,  including  their  loan,  rental,  and  sale;  to  supervise  shipments,  to  keep 
records,  and  to  arrange  for  the  purchase  and  maintenance  of  necessary  ma- 
terials nsed  in  shipments;  to  conduct  routine  correspondence  in  connection 
with  film  distribution ;  and  tq  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year*s  experience  In  film  distribution ;  and  good  judgment. 

Compensation  for  Class 

Annual:  |198M210M222a-$2340 
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"Title  of  Class  : 
SCENARIO  EDITOR 

Specifications  of  Class  a  n  '^ 

Duties:  lUo 

Under  general  supervision,  to  originate  and  edit  scenarios,  to  prepare  con- 
tinuities ;  to  write  titles  for  educational  motion  pictures  descriptive  of  the  work 
of  a  department  or  bureau ;  to  consult  with  specialists  relative  to  the  subject 
matter  of  films  and  to  perform  research  incidental  to  the  writing  of  scenarios; 
to  edit  films  and  to  direct  the  assembling  of  the  film  in  the  laboratory;  to 
keep  a  record  of  projects  from  the  writing  of  the  scenario  to  the  final  release 
of  the  picture ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  not  less  than  one  year's  practical  experi- 
ence in  writing  for  publication ;  additional  experience  and  ability  in  photoplay 
writing ;  initiative  and  originality. 

Principal  Lines  of  Promotion 

To :  Motion  Picture  Director. 

Compensation  for  Class 

Annual:  $2040-|2160-$2280~|2400 


Tftle  of  Class  : 
MOTION-PICTURE  EXPERT 

Specifications  of  Class  1  U  "t 

Duties: 

Under  general  supervision,  to  direct  and  make  motion  pictures;  to  devise 
animated  mechanical  settings ;  to  select  locations  suitable  for  effective  presenta- 
tion of  subject  matter;  to  prepare  natural  settings;  to  direct  action  before 
the  camera;  in  some  cases,  to  supervise  the  work  of  a  motion-picture  labora- 
tory ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years*  professional  experience  in  photography,  of  which  at 
lease  three  shall  have  been  in  cinematographic  camera  work;  informational 
and  educational  sense;  artistic  perception;  ability  to  handle  people;  tact  and 

resou  reef  ulness. 

Principal  Lines  of  Promotion 

To :  Motion-Picture  Director. 

Compensation  for  Class 

Annual:  $240(>-$2640-$2880-$3120 ♦ 


TITT.E  OF  Class  : 

MOTION-PICTURE  DIRECTOR  .  ..  ^ 

Specifications  of  Class  1  U  0 

Duties: 

Under  general  direction,  to  direct  motion-picmre  production  and  distriba- 
tion  for  a  department  or  bureau,  including  the  .yianning  of  motion-picture  proj- 
ects and  the  building  up  of  the  necessary  personnel,  office  machinery,  and 
laboratory  equipment ;  to  supervise  the  preparation  of  scenarios  and  the  produc- 
tion of  pictures  in  the  field ;  to  negotiate  contracts  for  the  commercial  manu- 
facture and  distribution  of  films;  to  prepare  and  conduct  special  educational 
campaigns  through  the  use  of  motion  pictures;  and  to  perform  other  related 
work. 


r    - 


5.  THE  FISCAL  AND  ACCOUNTING  SERVICE 


TAw  «emee  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  connection  with  the  receipt  and  disbursement  of  fwnds^ 
»ucn  as  handling  cash  or  bookkeeping;  preparing  and  examining  vouchers  and 
accounts;  auditing,  statvng  wnd  settling  claims  and  accounts;  examimng  or 
auditing  income-tax  returns;  examining  the  a4Xounts  of  common  carriers;  or 
cost  accounting. 

Accounting,  Gbnebal: 
Junior  Acconntant 
Senior  Accountant 
Hood  Acconntant 
AwiUUnt  CKIof  Aeeonntant 
Chief  Acconntant 

Cash  Accounting: 
Jnnlor  C^hler 
Senior  Caaiiier 
Principal  Caaiiier 
Ciiief  Cashier 

Under  TeUer 

Jnnior  Teller 

Senior  Teller 

Principal  Teller 

Chief  Teller  ^ 

Common  Carbibb  Accounting  : 

Jnnlor  Accountant  (Common  Carrier) 
AsBodate  Accountant  (Common  Carrier) 
Senior  Accountant  (Common  Carrier) 
Principal  Accountant  (Common  Carrier) 
Head  Accountant  (Common  Carrier) 
Aaelatant  Chief  Accountant  (Common  Carrier) 
Chief  Accountant  (Common  Carrier) 

Fiscal  Control: 

Estimate  and  Diffott  Clerk 

Aesietant  Chief,  Dirielon  of  Bookkeeping  and  Wamnta 

Chief,  Dirielon  of  Bookkeeping  and  Warrants 

Superintendent,  National  Bank  Redemption  Affency 
Assistant  Register  of  the  Treasuy 
Register  of  the  Treasury 

Deputy  Comptroller  of  the  Currency 
Senior  Deputy  Comptroller  of  the  Currency 
Comptroller  of  the  Currency 

Deputy  Assistant  Treasurer  of  the  United  States 
Assistant  Treasurer  of  the  United  States 
Treasurer  of  the  United  States 

Deputy  Collector  of  Taxes,  District  of  Columbia 
Collector  of  Taxes,  District  of  Columbia 

GOYBRNMENTAL  ACCOUNTING  I 

Under  Acconntin#  Clerk 
Junior  Aeeoundng  dork 
Sodor  Accounting  Clerk 
Prindpal  Accounting  Clerk 
Junior  GoTerniAental  Accountant 
GoTommental  ilecountant 
Senior  CSoremmental  Accountant 

<>(  Junior  Disbursing  Officer 

i(,    *  Disbursing  Ottcer 

Senior  Disbursing  Olliesr 
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GOVEBNMENTAL  AUDITING  : 

Junior  AvdUt  CUik 
Senior  Audit  Clork 
Principal  Audit  Qerfc 

Superrislnff  Auditor   ^ 

SpeciftI  Astlstent  to  tho  Auditor  for  the  Pott  Ofllce  Department 

Aisiitant  Departmental  Auditor 

Departmental  Auditor 

Auistent  Auditor,  District  of  Columbia 
Auditor— District  of  Columbia 

INCOMB  Tax  Accounting  : 
Income  Tax  Audit  Clerk 
Junior  Income  Tax  Accountant 
Associate  Income  Tax  Accountant 
Senior  Income  Tax  Accountant 
Principal  Income  Tax  Accountant 
Head  Income  Tax  Accountant 
Chief  Income  Tax  Accountant 


ACCOUNTING.  GENERAL 


Title  of  Class: 

JUNIOR  ACCOUNTANT 

Specifications  of  Class  -4  n  ^. 

Duties:  lUJ 

Under  immediate  supervision,  to  keep,  audit,  and  analyze  cost  records;  to 
compile  data  and  figure  costs;  to  assist  in  the  investigation  of  accouutin*^ 
methods;  and  to  perform  related  w§rk  as  required. 

r 

Qualifications: 

Common-school  education;  not  less  than  two  years'  exi)erience  as  general 
bookkeeper  with  a  commercial  concern  or  as  a  junior  accountant  in  the  office 
of  a  public  accountant;  and  preferably,  some  experience  in  cost  accounting 
work ;  and  thorough  knowledge  of  double  entry  bookkeeping. 

Principal  Lines  of  Promotion 

To:  Senior  Accountant. 

Compensation  for  Class 

Annual:  $180(H$1920-^2040-$2160 


Title  of  Class  : 

SENIOR  ACCOUNTANT 

Specifications  of  Class  i   i    '\ 

Duties:  H'^' 

Under  general  supervision,  to  audit  cost-accounting  records  in  connection  with 
contracts ;  to  organize  or  improve  cost  systems  subject  to  approval ;  to  compile 
cost  statistics;  to  investigate  accounting  methods;  to  supervise  a  small  group 
engaged  in  similar  work ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  four  years*  exi)erlence  as  senior  public  accountant  or  in  a  responsible 
position  in  the  accounting  and  cost  department  of  a  large  industrial  establish- 
ment ;  thorough  knowledge  of  the  theory  and  practice  of  accounting ;  and  good 
judgment. 

Principal  Lines  of  Promotion 

From :  Junior  Accountant. 
To :  Head  Accountant 

Compensation  for  Class 

Annual:  $2400-|252a-$2640-$2760-|2880 
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Qumlifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  not  less  than  three  years'  experience  In 
public  information  wori^,  including  two  years'  successful  experience  in  motion- 
picture  work ;  preferably  ability  to  speak  In  public ;  initiative,  originality,  and 
administrative  ability. 

Principal  Lines  of  Promotion 

From ;  Scenario  Editor ;  Motion-Picture  Expert. 

To:  Information  Director;  Junior  Information  Director. 

Compensation  for  Class 

Annual:  $414(>-$432O-^5OO-$4680-$r)O4O 


PUBLICATIONS— PROC?UREMENT  AND  DISTRIBUTION. 

Title  of  Glass  : 

JUNIOR  PUBLICATIONS  CLERK 

Specifications  of  Class  1  OG 

Dalies: 

Under  supervision,  to  perform  routine  work  In  connection  with  the  printing, 
binding,  and  distribution  of  official  publications  of  a  d^artment  or  bureau ;  and 
to  perform  related  work  as  required. 

Examples:  Requisitioning  forms  and  keeping  records  of  such  requisitions; 
keeping  records  of  printing  expenditures  and  checking  them  against  the  print- 
ing appropriation ;  making  simple,  preliminary  estimates  of  the  cost  of  printing 
and  binding ;  keeping  card  records  of  publications  and  job  work  at  the  Oovem- 
ment  Printing  Office. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
general  clerical  ability. 

Principal  Lines  of  Promotion 

To:  Senior  Publications  Clerk. 

Compensation  for  Class 

Annual:  $1440-^1500^1560 


Title  of  Ci^ss  : 

SENIOR  PUBLICATIONS  CLERK  -j  /^  ^ 

Specifications  of  Class 

Dnties: 

Under  general  direction,  to  perform  important  and  responsible  work  in  con- 
nection with  requisitions  for  printing  and  binding  or  for  the  distribution  of  offi- 
cial publications.  Including  maps,  charts,  and  departmental  forms  and  blanks 
in  a  department  or  other  Government  organization ;  and  to  perform  related 
work  as  required. 

Examples :  Maintaining  mailing  lists ;  assisting  a  chief  publications  clerk  in 
a  department  or  bureau  in  which  a  large  volume  of  work  is  handled;  esti- 
mating the  cost  of  printing  and  keeping  printing  cost  accounts;  stock  taking 
and  listing  publications  for  which  an  additional  supply  should  be  printed; 
dictating  correspondence  concerning  printing,  binding,  and  publications;  re- 
i'celTing  bills  and  issuing  vouchers  in  payment;  supervising  duplicating  work, 
such  as  mimeograph,  multlgraph,  commercial  duplicator,  and  photostat  work ; 
consulting  with  and  advising  superior  officers  concerning  printing,  binding, 
and  the  distribution  of  Government  publications. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  resjwnsible  experience  in  a  printing  or  editorial  office : 
familiarity  with  Government  Printing  Office  procedure ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Junior  Publications  Clerk. 
To:  Chief  Publications  Clerk. 

Compenaation  for  Class 

Annual:  |2040-$2160-$2280-$2400 


Title  of  Class  : 

CHIEF  PUBLICATIONS  CLERK 

Specifications  of  Class  i.  VJ  O 

Duties: 

To  be  responsible  for  requisitions  for  printing  and  binding  or  for  the  distri- 
bution or  sale  of  official  publications,  including  maps,  charts,  and  departmental 
forms  and  blanks,  in  a  Government  organization  in  which  a  large  volume  of 
such  work  is  handled;  in  some  cases,  to  be  responsible  for  the  typographical 
preparation  of  copy  for  the  printer  and  for  the  supervision  of  mimeograph, 
multigraph,  or  photostat  work;  and  to  perform  other  related  work. 

Examples:  Giving  the  necessary  technical  instructions  to  the  printer;  esti- 
mating the  cost  of  printing  and  keeping  printing  cost  accounts ;  issuing  vouchers 
in  payment  of  bills ;  keeping  records  of  the  manuscript,  galley  proof,  page  proof, 
and  finished  publication  for  each  publication  issued;  maintaining  mailing 
lists ;  supervising  the  taking  of  stock  and  the  listing  of  publications  for  w  hich 
an  additional  supply  should  be  printed;  keeping  records  of  publications  avail- 
able for  free  distribution ;  consulting  with  and  advising  the  chief  of  the  de- 
partment or  bureau  and  others  concerning  the  printing,  binding,  and  distribu- 
tion of  official  publications. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  responsible  experience  in  a  printing  or  editorial 
office;  familiarity  with  Government  Printing  Office  procedure;  and  adminis- 
trative ability. 

Principal  Lines  of  Promotion 

From:  Senior  Publications  Clerk. 

Compensation  for  Class 

Annual :  $2e40-92880-$3120^|3860 
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Duntlng 


Title  of  Class  : 

HEAD  ACCOUNTANT 

Spccificationa  of  Class 
Dalies: 

Under  general  supervision,  to  direct  large  office  or  field  accouriRng  forces  en- 
^ged  in  maintaining  or  verifying  general  or  cost  accounts  or  in  investigating  ac- 
counting methods;  to  direct  the  disposition  of  individual  projects  or  groups  of 
projects  assigned  to  a  subdivision  for  accounting  supervision ;  to  furnish  exx)ert 
and  critical  advice  upon  cost  accounting  policies,  systems  and  procedure;  to 
submit  analyses  of  methods  of  operation  and  details  of  cost  bearing  on  quantity 
and  time  production ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  seven  years'  practical  experience  as  senior  accountant  in  public  ac- 
counting work,  or  in  charge  of  general  and  cost  accounting  work  for  a  large 
industrial  establishment;  thorough  knowledge  of  the  theory  and  practice  of 
accounting;  administrative  ability  and  sound  Judgment. 

Principal  Lines  of  Promotion 

From :  Senior  Accountant. 

To :  Assistant  Chief  Accountant. 

Compensation  for  Class 

Annual:  $3000-$3240-$3480-^720 


Title  of  Class: 

ASSISTANT  CHIEF  ACCOUNTANT  .   .    >> 

Specifications  of  Class  ^  ^  '^ 

Duties: 

Under  direction,  to  assist  a  Chief  Accountant  in  the  administration  of  a  main 
division  engaged  in  maintaining  or  verifying  cost  accounts  or  investigating 
accounting  methods;  to  direct  major  investigations;  to  review  reports  of  in- 
vestigations preliminary  to  final  approval  by  the  Chief  Accountant;  to  act  for 
the  Chief  Accountant  in  his  absence ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  eight  years*  practical  experience  in  Important  work  as  a  senior  In 
public  accounting  or  in  charge  of  the  general  and  cost  accounting  work  of  a 
large  industrial  establishment;  thorough  knowledge  of  the  theory  and  practlc!e 
<>f  accounting;  and  administrative  ability. 

Principal  Lines  of  Promotion       • 

'^rom:  Head  Accountant. 
Vo:  Chief  Accountant. 

Compensation  for  Class 

Annual:  $3840-$4080-^320-$4r>60 


Title  of  Class  : 

CHIEF  ACCOUNTANT  US 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  have  chief  administrative  charge  of  a  main  division 
engaged  in  maintaining  or  verifying  cost  accounts  or  investigating  accounting 
methods;  to  direct  and  supervise  headquarters  and  field  accounting  forces;  to 
act  as  consulting  specialist  on  important  accounting  technicalities;  to  devise 
and  Install  improved  cost  accounting  systems;  to  have  final  responsibility  for 
the  preparation  of  financial  and  administrative  reports ;  and  to  perform  other 
related  work. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  higli  gcliool ;  not 
less  than  10  years*  practical  experience  In  important  work  as  a  senior  in  public 
accounting  or  in  charge  of  the  general  and  cost  accounting  work  of  a  largt^ 
industrial  establishment;  thorough  knowledge  of  the  theory  and  practice  of 
accounting;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Chief  Accountant 

Compensation  for  Class 

Annual:  $4680-f4800-f4920-^5040 


CASH  ACCOUNTING. 


TriLE  or  Class  : 

JUNIOR  CASHIER 

Specifications  of  Class  I  i  4- 

Duties:  -^ 

Under  supervision,  to  assist  in  receiving  or  paying  out  money  for  a  bureau 
or  other  organization;  to  keep  necessary  accounts  and  schedules;  to  balance 
accounts  dally ;  to  be  responsible  for  large  sums  of  money  or  negotiable  paper ; 
I'.nd  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school :  not 
less  than  two  years'  experience  In  the  handling  of  money ;  honesty  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Teller. 
To:  Senior  Cashier. 

Compensation  for  Class 

Annual:  $1560-4162(>-$1680 


Title  of  Class  : 
SENIOR  CASHIER 

Specifications  of  Class  1    |  \ 

Duties:  -^  ^ '^ 

Under  supervision,  to  have  charge  of  the  receipt  and  paying  out  of  money  for 
a  bureau  or  other  organization ;  to  supervise  the  keeping  of  necessary  accounts 
and  schedules ;  to  be  Responsible  for  large  sums  of  money  or  securities ;  to  pass^ 
upon  the  validity  of  negotiable  paper;  and  to  perform  related  work  as  require<l. 

Examples:  Having  custody  of  valuables  collected  in  the  Division  of  Dead 
Letters,  Post  Office  Department;  collecting  and  receipting  for  taxes;  receivings 
and  keeping  accounts  of  remittances  for  war  risk  insurance. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  sup- 
plemented by  business  and  bookkeeping  training;  not  less  than  four  years* 
experience  in  handling  money  or  securities,  preferably  In  the  Government 
service;  practical  knowledge  of  the  law  of  negotiable  instruments;  adminis- 
trative ability;  honesty  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Junior  Cashier,  Senior  Teller. 
To:  Principal  Cashier. 

Compensation  for  Class 

Annual:  $186(>-$192M198(>-42040 


BECLASSIFICATION   COMMISSION   REPORT — PART  II.  61 

Title  of  Class  : 
PRINCIPAL  CASHIER 

Speciflcationa  of  Class  1  1  ri 

Duties:  J.  J-  U 

ruder  jjeneral  direction,  to  supervise  the  receipt  aud  storage  of  United  States 
palter  currency  delivered  by  the  Bureau  of  Engraving  and  Printing  to  the  Treas- 
ury Department;  to  withdraw  this  currency  from  tlie  vaults  for  issue  when 
ivqulred ;  to  re<*ord  such  withdrawals  in  the  vault  le<lger ;  to  sign  or  countersign 
the  daily  certificates  of  deposit ;  to  prepare  letters  in  reply  to  special  inquiries 
relating  to  currency;  to  supervise  the  compilation  of  the  annual  report  of  the 
Treasurer  of  the  United  States ;  to  perform  the  work  and  assume  the  resiwnsi- 
billTles  of  a  Chief  Cashier  in  his  absence;  and  to  perforin  related  work  as 
rpquired. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  supr 
jtlemented  by  business  and  bookkeeping  training:  not  less  than  five  years' 
<»xperience  in  the  Treasury,  or  equivalent  business  experience ;  thorough  knowl- 
edire  of  banking  methods  and  procedure ;  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Principal  Teller ;  Senior  Cashier. 
To:  Chief  Cashier. 

Compensation  for  Class 


TiTuj  OF  Class  : 
CHIEF  CASHIER 


ir< 


Specifications  of  Class 

Dalies: 

Under  general  direction  of  the  Treasurer  of  the  United  States,  to  authorize 
aod  direct  payments,  credits,  transfers,  and  exchanges  of  funds  and  the  posting 
of  them  to  the  general  account  through  subtreasuries,  mints,  or  depositary 
banks;  to  make  requisition  on  the  Bureau  of  Engraving  and  Printing  for  the 
denominations,  amounts,  and  kinds  of  United  States  paper  currency  required  for 
circulation;  to  direct  the  distribution  of  small  bills  and  coin  to  meet  public 
demand;  to  make  necessary  recommendations  as  to  departmental  regulations 
governing  the  distribution  of  currency  and  coin  so  as  to  best  serve  the  general 
public  need;  to  have  general  supervision  over  and  responsibility  for  the  re- 
ceipts, disbursements,  transfers,  exchanges,  and  redemptions  made  through  the 
Cash  Division;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  sup- 
plemented by  business  and  bookkeeping  training;  not  less  than  six  years' 
experience  in  the  Treasury,  or  equivalent  business  experience :  thorough  knowl- 
edge of  banking  methods  and  procedure;  administrative  ability;  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Principal  Cashier. 

Compensation  for  Class 


TiTiE  OP  Class  : 

UNDER  TELLER 

Specifications  of  Class  118 

Duties: 

Under  supervision,  to  receive  premium  remittances  through  the  mall  for  In- 
^rance  in  the  Bui«au  of  War  Risk ;  to  see  that  the  remittances  are  In  negotiable 
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form;  to  list  remittances  and  issue  receipts;  or,  to  receive  cash  returns  in  pay- 
ment of  goods  sold  by  the  War  Department;  and  to  perform  related  work  as 
nxiuired. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  scliool ;  not 
less  than  six  months*  experience  In  receiving  and  paying  out  money;  honesty 
and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Counter. 
To :  Junior  Teller. 

Compensation  for  Class 

Annual:  $1320-$1380-$1440 


Title  of  Class  : 
JUNIOR  TELLER 


Specifications  of  Class  i  i  (^ 

Duties:  11*' 

Under  supervision,  to  receive  and  receipt  for  packages  or  bundles  of  money 
or  securities;  to  Inventory  and  classify  them;  to  prepare  necessary  schedules 
and  records;  to  lay  out  assignments  of  money  or  securities  to  be  given  to 
counters  and  sorters  for  verlticatlon  and  to  take  receipts  therefor;  to  receive 
and  receipt  for  counted  and  sorted  money  or  securities  turned  in  by  counters  and 
Sorters;  to  prove  balances,  make  out  reports,  and  do  incidental  bookkeeping; 
to  withdraw  money  and  securities  from  vaults  and  to  redeposlt  them  after 
counting  and  scheduling ;  to  l)e  responsible  for  large  sums  of  money  and  securi- 
ties and  for  the  accuracy  of  the  records  and  the  regularity  of  the  transactions: 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  experience  in  handling  money  and  securities;  knowledge 
of  bookkeeping;  and  honesty. 

Principal  Lines  of  Promotion 

From :  Senior  Counter ;  Under  Teller. 
To :  Senior  Teller ;  Junior  Cashier. 

Compensation  for  Class 

Annual:  $1500-$156(>-$1620 

Title  of  Clash  : 

SENIOR  TELLER  ^  (>   . 

Specifications  of  Class  -*" 

Duties: 

Under  general  supervision,  to  oversee  the  work  of  Junior  Tellers  In  handliug, 
classifying,  and  verifying  money  and  securities;  to  lay  out  and  plan  the  work 
of  Junior  Tellers  and  to  verify  their  reports  and  balances;  to  exercise  general 
supervision  over  the  work  of  Principal  Counters  In  immediate  charge  of  small 
sections  of  counters  handling,  sorting,  and  verifying  money  and  securities;  to 
be  responsible  for  large  sums  of  money  and  securities  In  various  stages  of 
handling;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  handling  money  and  securities  as  ft 
Junior  Teller  or  as  a  Principal  Counter  in  the  Government  service,  or  equiva- 
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lent  experience  in  a  financial  institution;  knowledge  of  banking  procedure; 
supervisory  ability ;  and  bonesty. 

Priiicipal  Lincfl  of  Promotion 

From:  Junior  Teller;  Principal  Counter. 
To:  Principal  Teller;  Senior  Cashier. 

CompenBation  for  Class 

Annual:  $1800^1860-$1920-|1980 


Title  of  Class  : 
PRINCIPAL  TELLER 

Specifications  of  Class  i  O  ] 

Duties:  ICX 

Under  general  supervision,  to  be  responsible  for  the  paying  and  counting  out 
of  cash  "  over  the  counter  "  at  the  Treasury  of  the  United  States  for  Govern- 
ment checks  presented  for  payment  by  banks,  business  houses,  and  the  general 
public;  to  receive  "over  the  counter"  from  banks  and  the  general  public  de- 
posits of  funds;  to  give  receipts  for  such  funds;  to  classify  them  and  to  di- 
rect the  count  and  verification  and  the  disposition  to  be  made  of  them ;  to  keep 
necessary  accounts  of  receipts  and  disbursements  and  to  take  daily  balances; 
V)  be  responsible  for  large  sums  of  money ;  and  to  perform  related  v^ork  as 
required. 

Examples :  Giving  "  change  "  to  banks  and  the  general  public ;  cashing  inter- 
est coupons ;  receiving  by  mail  checks  payable  to  the  Treasury  and  drawn  on 
banks  in  other  cities ;  directing  the  work  of  scheduling  and  classifying  checks 
sent  to  Government  offices  and  depositories  for  collection. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  sup- 
plemented by  business  training;  not  less  than  four  years'  experience  in  han- 
dling cash,  securities,  and  checks,  or  as  a  receiving  or  paying  teller  in  a  bank ; 
knowledge  of  banking  methods  and  procedure ;  practical  knowledge  of  the  law 
of  n^otiable  instruments ;  supervisory  ability ;  honesty  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Senior  Teller ;  Chief  Counter. 
To:  Principal  Cashier;  Chief  Teller. 

Compensation  for  Class 

Annual:  |2100-$2240-|2360-|2480-|2580 


Title  or  Class  : 

CfflEP  TELLER  ,  , 

Specifications  of  Class  1  ^  -^ 

Duties: 

Under  general  direction  of  the  Treasurer  of  the  United  States,  to  act  as 
chief  of  a  division  handling  the  issue  or  redemption  of  United  States  paper 
currency;  to  have  general  supervision  over  counters  of  money  and  securities; 
to  be  responsible  for  very  large  sums  of  money ;  and  to  perform  other  related 
work. 

Examples:  Receiving  deliveries  of  United  States  paper  currency  and  storing 
the  same ;  receiving  unfit  currency  sent  in  for  redemption ;  directing  the  work 
of  handling  mutilated  currency,  counting  it,  and  preparing  it  for  destruction ; 
supervising  the  counting  and  packing  of  new  currency  for  issue. 

Qualifications: 

Training  equivaleot  to  that  represented  by  graduation  from  high  school  sup- 
plemented by  business  training;  not  less  than  five  years*  experience  in  handling 
large  amounts  of  currency  in  the  Treasury,  or  an  equivalent  experience  ac- 
quired in  a  bank  or  other  financial  institution ;  thorough  knowledge  of  banking 
methods  and  procedure ;  administrative  ability ;  and  accuracy. 
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Principal  Linea  of  Promotion 

From :  Principal  Teller. 

Compensation  for  Claas 

Annual:  $270O-$2820-^2940-^30e0 


COMMON  CARRIER  ACCOUNTING. 

TrrLE  OF  Class: 

JUNIOR  ACCOUNTANT  (COMMON  CARRIER) 

Specifications  of  Class  a  c\  '^ 

Duties:  1 /^O 

Under  immediate  supervision,  to  do  detail  work  in  connection  with  the  audit, 
examination,  or  investigation  of  the  accounts  of  common  carriers  subject  to 
Federal  regulation  and  control;  to  assist  in  the  preparation  of  reports,  sched- 
ules, and  other  accounting  data ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years*  practical  experience  in  the  accounting  work  of  common 
<?arrlers;  general  knowledge  of  accounting  classifications  prescribed  for  com- 
mon carriers. 

Principal  Lines  of  Promotion  '^ 

To:  Associate  Accountant  (Common  Carrier). 

Compensation  for  Class 

Annual:   $1800-|1920-42040-$2160 


Title  of  Class  : 

ASSOCIATE  ACCOUNTANT  (COMMON  CARRIER) 

Specifications  of  Class  X  ^  '^ 

Duties: 

Under  supervision,  to  assist  in  conducting  the  audit,  examination,  or  investi- 
gation of  the  accounts  of  common  carriers  subject  to  Federal  regulation  and 
control;  to  conduct  minor  audits,  examinations,  or  investigations;  to  prepare 
or  assist  in  the  preparation  of  reports,  schedules,  and  other  accounting  data; 
to  prepare  cost  estimates  and  valuation  briefs;  to  determine  an  equitable 
accounting  between  corporate  and  Federal  status  of  common  carriers;  and  to 
perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  *ilgh  school;  uot 
less  than  six  years'  practical  experience  in  the  accounting  work  of  common 
carriers;  thorough  familiarity  with  accounting  classifications  prescribed  for 
<?ommon  carriers ;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Accountant  (Common  Carrier). 
.  To:  Senior  Accountant  (Common  Carrier). 

Compensation  for  Class 

Annual:  $2280^2400-^2520-42640     . 


Title  of  Class  : 

SENIOR  ACCOUNTANT  (COMMON  CARRIER) 

Specifications  of  Class 
Duties: 

Under  supervision,  to  direct  the  work  of  field  parties  in  the  audit,  examina- 
tion or  investigation  of  the  accounts  of  common  carriers  subject  to  Federal 
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regulation  and  control;  to  pr^;>are  or  supervise  the  preparation  of  reports; 
to  work  independently  on  important  assignments ;  and  to  perform  related  work 
as  required. 

QaalUieatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  seven  years'  practical  experience  in  accounting  work  of  common 
carriers,  one  year  of  which  preferably  should  have  been  with  the  Interstate 
Commerce  Commission  or  a  State  commission  engaged  in  regulating  the  affairs 
of  common  carriers  or  other  public  utilities ;  thorough  familiarity  with  account- 
ing cl'^^siflfT  Mons  prescribed  for  common  carriers ;  tact  and  good  judgment. 

Prineipal  Lines  of  Promotion 

From:  Ass  ciate  Accountant  (Common  Carrier). 
To:  Principal  Accountant  (Common  Carrier). 

Compensation  for  Class 

Annual:  $2880-|3000-^1 20^240 


Title  or  Class  : 

PHINCIPAL  ACCOUNTANT  (COMMON  CARBIBR) 

Dirtico: 

Undr^  general  supervision,  to  conduct  correspondence  involving  the  determi- 
nation of  technical  accounting  questions  and  interpretations  of  the  regulations* 
prescribed  for  conunon  carriers  subject  to  Federal  regulation  and  control;  to 
conduct  ^>ecial  investigations  and  to  prepare  reports  diereon;  to  review  and 
analyze  reports  submitted  by  field  forces;  and  to  perform  related  work  as 
required. 

()iia]]ficatiiHis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  eight  years'  experience  in  the  accounting  work  of  common  car- 
riers, two  years  of  which  preferably  should  have  been  in  important  work  for 
the  Interstate  Commerce  Ck)mml8sion  or  a  State  commission  engaged  in  the 
regulation  of  the  affairs  of  common  carriers  or  other  public  utilities;  good 
judgment;  and  ability  to  direct  others. 

Principal  Lines  of  Piomotlmi 

From:  Senior  Accountant  (Ck>mmon  Carrier). 
To:  Head  Accountant  (Common  Carrier). 

Compensation  for  Class 

Annual:  $34S(V4360(M3720-$3840 


Tttle  of  Class  : 

HEAD  ACCOUNTANT  (COMMON  CARRIER) 

1   ^7 
Specifications  of  Class  -^  "^ 

Duties: 

Under  general  direction,  to  exercise  administrative  control  over  a  braneli 
or  district  office  or  other  equally  important  subdivision  dealing  with  the  ac- 
counts of  common  carriers ;  to  organize  and  direct  examinations  and  investiga- 
tions ;  to  develop  information  in  special  investigations ;  to  assist  in  the  presenta- 
tion of  cases  before  courts  and  the  Interstate  Commerce  Onunlsslon ;  to  select 
accounting  forces  and  assign  them  to  field  work ;  to  review  and  perfect  reports 
prepared  by  subordinates;  to  hold  conferences  with  carriers'  representatives; 
and  to  perform  related  work  as  required. 

(Ineliicatlons; 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
iess  than  10  years'  experience  in  the  accounting  work  of  common  carriers,  two 
,vear8  of  which  preferably  should  have  been  in  responsible  work  for  the  Inter- 
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state  Commerce  Commission  or  a  State  commission  ^gaged  in  regulating  the 
aflCairs  of  common  carriers  or  other  public  ntilities ;  intimate  knowledge  of  the 
theory  and  practice  of  accounts  relating  to  the  organization,  financing,  con- 
struction, maintenance,  and  operation  of  common  carriers;  administrative 
ability ;  and  good  Judgment.  ^ 

Principal  lines  of  Promotioii  ^ 

From:  Principal  Accountant  (Common  Carrier). 
To:  Assistant  Chief  Accountant  (Common  Carrier). 

Compensation  for  Class 

Annual:  9408D-9420(H432(K44440  > 

TiTLB  OF  Class  : 

ASSISTANT  CHIEF  ACCOUNTANT  (COMMON  CARRIER) 

Spedflcations  of  Class  1  !?  is 

Duties:  -^^^ 

Under  the  general  direction  of  a  Chief  Accountant  (Common  Carrier), 
to  be  in  responsible  charge  of  office  and  field  forces  4ngagea  in  conducting 
examinations  and  investigations  of  the  accounts  of  common  carriers  subject 
to  Fedeal  regulation  and  control;  to  compile  and  revise  accounting  regula- 
tions prescribing  uniform  systems  of  accounts  for  such  carriers;  to  assist 
in  the  interpretations  of  regulations  so  prescribed;  to  review  and  analyse 
reports  submitted  by  field  accounting  forces;  to  act  for  or  assist  the  Chief 
Accountant  (Common  Carrier)  in  representing  the  Interstate  Commerce  Com- 
mission in  the  consideration  and  discussion  of  accounting  matters  in  conference 
with  accounting  officers  of  common  carriers  or  at  meetings  of  their  associa- 
tions; to  talce  charge  of  special  investigations  initiated  by  the  Interstate 
Commerce  Commission  or  instituted  by  it  on  request  of  Congress;  to  prepare 
reports  in  connection  therewith  and  when  necessary  to  assist  in  presentation 
of  cases  on  hearing  before  the  Interstate  Commerce  Commission  or  the  courts ; 
to  review,  revise,  and  compile  in  final  form  reports  relative  to  valuation. of 
common  carrier  property;  to  appear  as  representative  in  appeals  from  dec!- 
sions  reached  as  to  physical  valuation  of  common  carrier  property;  and  to 
perform  related  work  as  required. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
long  experience  in  the  accounting  work  of  common  carriers,  three  years  of 
which  preferably  should  have  been  in  directing  such  work  for  the  Interstate 
Commerce  Commission  or  a  State  commission  engaged  In  regulating  the  afbtirs 
of  common  carriers  or  other  public  utilities;  Intimate  knowl^ge  of  the 
theory  and  practice  of  accounts  relating  to  the  organization,  financing,  con> 
struction,  maintenance,  and  operation  of  common  carriers;  and  proven  ad- 
ministrative ability. 

Pxincipal  Lines  of  Promotioii 

From:  Head  Accountant  (Common  Carrier). 
To:  Chief  Accountant  (Common  Carrier). 

Compensation  for  Class 
Annual:  |468M480(>-|4020-|6040 


TiTLB  OF  Class  : 

CHIEF  ACCOUNTANT  (COMMON  CARRIER)  i  g  [) 

Spodficatioiis  of  Class 

Datiea: 

Under  general  direction,  to  be  responsible  for  the  work  of  a  major  bureau 
composed  of  headquarters  and  field  accounting  forces  dealing  with  the  accounts 
of  common  carriers;  to  direct  and  supervise  the  compilation  and  revision  of 
accounting  regulations  prescribing  uniform  systems  of  accounts  for  common 
carriers  subject  to  Federal  regulation  and  control ;  to  interpret  the  regulations 
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90  prescribed ;  to  direct  audits,  examinations,  and  investigations  of  the  accounts 
of  common  carriers;  to  organize  and  maintain  necessary  headquarters  and 
branch  office  forces;  to  prepare  for  executive  action  cost  estimates,  valuation 
stndies,  financial  histories,  and  other  data  relating  to  valuation  of  common  car- 
rier property;  to  make  recommendations  of  personnel,  and  to  represent  the 
bureau  in  conferences  relating  to  accounting  practices  involving  questions  of 
the  valuation  of  property  of  conmion  carriers;  or  to  represent  the  Interstate 
Coimnerce  Cbnmilssion  in  the  consideration  and  discussion  of  accounting  mat- 
ters in  conferences  with  accounting  officers  of  common  carriers  or  at  meetings 
of  their  associations ;  and  to  perform  other  related  work. 

Qnalillcatioiui: 

Train^iy  equivalent  to  that  represented  by  graduation  from  high  school; 
extensive  experience  in  accounting  work  of  common  carriers,  two  years  of 
which  preferably  should  have  been  in  charge  of  such  work  for  the  Interstate 
Gommerce  Commission,  or  State  commission,  engaged  in  the  regulation  of  the 
albilr^of  common  carriers  or  other  public  utilities ;  intimate  knowledge  of  the 
theory  and  practice  of  accounts  relating  to  the  organization,  financing,  constme- 
tloD,  maintenance,  and  operation  of  common  carriers;  and  proven  adminlstra- 
tiveablUty.        .  ^  . 

Principal  Lines  of  Promotion 

Trom:  Assistant  Chief  Accountant  (Common  Carrier). 

Compensation  for  Class 


FISCAL  CONTROL 


TiTu  OF  Class: 

ESTIMATE  AND  DIGEST  CLERK 

Speciilcatioiu  of  Class  1  ' ;  1 1 

Under  general  supervision,  to  compile  and  edit  the  Digest  of  Appropriations; 
to  compile  and  edit  the  Annual  Book  of  Estimates  submitted  by  the  Secretary 
of  the  Treasury  to  Congress;  to  prepare  and  edit  supplemental,  deficiency, 
and  claims  estimates  and  miscellaneous  statements  relating  to  receipts,  dis- 
borsements,  and  the  public  debt,  for  the  information  of  Congress,  the  executive 
departments  and  Independent  establishments,  and  the  public;  to  prepare  sta- 
tistical tables  of  receipti,  disbursements,  the  public  debt,  cash  in  the  Treasury, 
estimates  and  appropriations,  for  the  annual  report  of  the  Secretary  of  the 
Treasury;  to  keep  the  general  controlling  ledger  in  which  is  recorded  in  sum- 
mary form  information  kept  by  the  various  bookkeepers  of  \^  Division  of 
Bookkeeping  and  Warrants;  to  prepare  correspondence  incidental  to  such 
work;  to  assist  in  supervising  the  work  and  personnel  of  the  Division;  and  to 
perform  other  related  work. 

Qualifications: 

TrainiufT  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  experience  in  responsible  Governmental  .accounting 
work;  wide  experience  in  the  application  of  legislative  rules  and  practice  as 
they  concern  appropriation  matters ;  supervisory  ability ;  and  good  judgment 

Pxincipal  Lines  of  Promotion 

From:  Junior  Governmental  Accountant;  Principal  Accounting  Clerk;  Senior 
Accounting  Clerk, 

To:  Chief,  Division  of  Bookkeeping  and  Warrants;  Disbursing  Officer: 
Auditor,  District  of  Columbia;  Assistant  Auditor,  District  of  Columbia; 
Assistant  Chief,  Division  of  Bookkeeping  and  Warrants;  Governmental  Ac- 
countant ;  Senior  Governmental  Accountant ;  Senior  Disbursing  Officer. 

Compensation  for  Class 

Annual :  |270(M2820-|2940-¥8060 
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Title  of  Class: 

ASSISTANT  CHIEF,  DIVISION  OF  BOOKKEEPING  AND  WARRANTS 

Speeificatioiis  of  Class  ^  ^  * 

Duties:  •         '      13l 

Under  general  direction,  to  assist  in  planning,  allotting,  andsupervising  the 
worlc  of  the  Division  of  Bookkeeping  and  Warrants  of  the  Treasury  Deiiart- 
ment;  to  collect  and  compile  data  for  the  monthly  financial  statement  of  the 
Treasury  Department;  to  examine  and  check  appropriation  warrants  before 
issue ;  to  assist  in  compiling  and  editing  the  Annual  Book  of  Estimates,  the 
Digest  of  Appropriations,  and  the  supplemental  and  deficiency  estimates  of 
the  various  departments  and  offices  of  the  Government ;  to  supervise  the  keep- 
ing of  special  ledgers  for  the  Public  Debt  and  the  Sinking  Fund;  to  act  for 
the  Chief,  Division  of  Bookkeeping  and  Warrants  in  his  absence;  and  to  per- 
form other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  scdiool; 
not  less  than  six  years^  experience  In  responsible  Governmental  accounting 
work;  experience  in  the  application  of  legislative  rules  and  practice  as  they 
<-oncern  appropriation  matters;  supervisory  ability;  and  good  judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Governmental  Accountant;  Principal  Accounting  Clerk;  Junior 
Disbursing  Officer. 

To:  Chief,  Division  of  Bookkeeping  and  Warrants;  Auditor,  District  of  Co- 
lumbia; Senior  Governmental  Accountant;  Senior  Disbursing  Officer. 

Compensation  for  Class 

Annual:  $300(M3120-$324(M;3360^34dO 


Title  of  Class  : 

CHIEF,  DIVISION  OF  BOOKKEEPING  AND  WARRANTS 

Speeiflcations  of  Class  -i  o  ~  > 

Datics:  lO'^ 

To  plan,  allot,  and  supervise  the  work  of  the  Division  of  Bookkeeping  and 
Warrants  of  the  Treasury  D^artment;  to  be  responsible  for  the  preparation 
•of  the  Digest  of  Appropriations  and  for  the  compilation,  for  submission  by  the 
Secretary  of  the  Treasury  to  Congress,  of  the  Annual  Book  of  Estimates,  and 
other  estimates  of  appropriations,  the  annual  reports  of  receipts  'and  dislHirse- 
ments.  and  miscellaneous  reports  and  data  for  Congress  and  its  committees 
iis  called  for  by  resolution  or  otherwise;  to  prepare  reports  for  the  Court  of 
Olaims  and  the  Attorney  General  on  claims  pending  against  the  Government; 
to  prepare  and  issue  warrants  of  all  classes ;  to  supervise  bookkeeping,  account- 
ing, or  other  recording  of  receipts,  appn^rlations,  and  disbursements,  includ- 
ing advances  to  disbursing  officers,  and  transactions  relating  to  the  Public 
Debt  and  the  Sinking  Fund :  and  to  perform  other  related  work. 

QnalifieationB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts;  not  less  than  six  years' 
experience  in  responsible  Governmental  accounting  work;  wide  experience  in 
the  application  of  legislative  rules  and  practice  as  they  concern  appropriation 
matters;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Chief,  Division  of  Bookkeeping  and  Warrants;  Estimate  and 
Digest  Clerk;  Governmental  Accountant;  Junior  Grovernmental  Accountant; 
Disbursing  Officer;  Junior  Disbursing  Officer;  Assistant  Auditor,  District 
of  Columbia. 

Compensation  for  Class 
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Title  of  Clabb: 

SUPERINTENDENT,  NATIONAL  BANK  REDEMPTION  AGENCY 

Specifications  of  Class  ^ 

Dvties:  1  t>  O 

Under  the  direction  of  the  Treasurer  of  the  United  States,  to  act  as  his  aKent 
in  the  redemption  of  all  national  and  Federal  reserve  currency;  to  tceep  cios4>^ 
supervision  over  money  to  he  redeemed  from  the  time  old  currency  is  received 
at  the  agency  until  the  newly'  Issued  currency  from  the  Comptroller  of  the 
Currency  is  delivered  for  circulation;  to  examine  incoming  and  outgoing  maiU 
receipt  for  money  received,  and  sign  or  Initial  corresj^ondence  and  orders  for 
snppUes;  and  to  perform  other  related  work. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  Irom  au 
institution  of  recognized  standing;  special  training  in  accounting  and  banking 
methods;  and  not  less  than  five  years*  successful  supervisory  experience  in  a 
birge  banking  institution  or  in  the  fiscal  bureaus  of  the  Government. 

Principal  Lines  of  Promotion 

To:  Assistant   Treasurer   of   the   United    States;    Assistant    Register   of    the 
Treasury. 

Compensation  for  Class 


Title  of  Class: 

ASSISTANT  REGISTER  OF  THE  TREASURY 

Specifications  of  Class  i  O  ; 

Duties:  lO'i 

Under  the  immediate  direction  of  the  Roister  of  the  United  States  Treasur)% 
to  be  in  charge  of  his  office ;  to  sign  bonds  requiring  an  autographic  signature ; 
to  supervise  the  Division  of  Interest  Coupons;  to  act  for  the  Register  of  the 
Treasury  in  his  absence ;  and  to  perform  related  work  as  required. 


Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
lesB  Hum  five  years'  successful  experience  in  an  admlnlBtrative  position  in  the 
Treasury  Department,  or  ite  equivalent ;  and  knowledge  of  banking  and  account- 
ing laws. 

Principal  Lines  of  Promotion 

From:  Superintendent,  National  Bank  Redemption  Agency. 
To:  Hester  of  the  Treasury. 

Compensation  for  Oass 


Title  or  Class  : 

REGISTER  OF  THE  TREASURY 

Specifications  of  Class  1  3  «J 

Duties: 

Under  the  direction  of  an  Assistant  Secretary  of  the  Treasury,  to  direct  the 
work  of  the  office  of  the  Register  of  the  Treasury;  to  sign  bonds  and  obliga- 
tions in  autograph  in  the  absence  of  engraved  signature ;  to  supervise  the  final 
execution  of  all  interest-bearing  obligations  of  the  United  States;  to  certify 
the  interest  on  all  United  States  loans ;  to  direct  the  examination  and  approval 
of  all  paid  Interest  coupons  and  redeemed  and  purchased  securities ;  to  keep 
records  of  the  bonded  indebtedness  of  the  United  States ;  and  to  perform  otlier 
related  work. 

Qualificationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degr^^  from  an 
institution  of  recognized  standing;  not  less  than  ten  years*  successful  experi- 
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ence  in  an  administrative  position  in  the  Treasury  Department^  or  its  eqolYa- 
lent ;  and  thorough  knowledge  of  banking  laws  and  of  accounting. 

Principal  Lines  of  Promotion 

From :  Assistant  Register  of  the  Treasury. 

Compensation  for  Class 


13« 


TiTijfi  OF  Clahs  : 

DEPUTY  COMPTROLLER  OF  THE  CURRENCY 

Specifications  of  Class 
Duties: 

Under  direction,  and  in  the  absence  of  the  Comptroller  and  Senior  Deputy 
Comptroller,  to  have  supervision  of  the  work  of  the  Bureau  of  Currency;  to 
supervise  the  work  of  various  divisions ;  to  supervise  the  preparation  of  corre- 
spondence ;  to  prepare  data  and  copy  for  the  annual  report  of  the  Comptroller 
to  Congress ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  tliat  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  by  five  years'  successful  experience  in  a 
responsible  position  in  banking  and  finance,  preferably  in  the  office  of  the 
Comptroller  of  the  Currency ;  and  supervisory  ability. 

Prineipal  Lines  of  Promotion 

To :  Senior  Deputy  Comptroller  of  the  Currency. 

Compensation  for  Class 


Title  of  Class: 

SENIOR  DEPUTY  COMPTROLLER  OF  THE  CURRENCY 

Specifications  of  Class  1  I^  i 

Duties:  ^^ 

Under  the  direction  of  the  Comptroller  of  the  Currency,  to  have  general 
admlnLstratiou  of  his  ofilce,  and  direct  supervision  over  several  divisions;  to 
supervise  the  force  of  national  bank  examiners  and  their  assistants  throughout 
the  country;  to  hold  conferences  with  bankers;  to  act  for  the  Comptroller  In 
his  absence ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  froui 
jm  institution  of  recognized  standing,  and  by  five  years*  successful  experience 
in  nn  administrative  position  in  banking  and  finance. 

Principal  Lines  of  Promotion 

From :  Deputy  Comptroller  of  the  Currency. 
To:  Comptroller  of  the  Currency. 

Compensation  for  Class 


138 


TiTUK  OF  Class: 

COMPTROLLER  OF  THE  CURRENCY 

Specifications  of  Class 
Duties: 

Under  the  direction  of  the  Secretary  of  the  Treasury,  to  have  responsible 
charge  of  the  execution  of  laws  relating  to  the  issue  f^nd  regulation  of  national 
bank  notes;  to  have  general  supei^ston  of  the  organization  and  regulation* of 
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aational  banks  In  the  United  States,  Alaska,  and  Hawaii ;  to  appoint  receiyers 
and  tlirough  the  courts  to  enforce  penalties  prescribed  for  violations  of  the 
National  Bank  Act;  with  the  approval  of  the  Secretary  of  the  Treasury,  to 
appoint  national  bank  examiners ;  to  serve  as  ex-officlo  member  of  the  Federal 
Reserve  Board,  and  under  its  supervision  to  have  charge  of  the  issuing  of  cir- 
culating notes  to  federal  reserve  banks ;  to  make  an  annual  report  to  Congress ; 
and  to  perform  other  related  work. 

QnaMoitioBui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  extended  successful  experience  in 
an  ftiMwinlBtratiYe  position  in  banking  and  finance. 

Principal  Lines  of  Promotion 

From :  Senior  D^uty  Ck>mptroller  of  the  Currency. 

Compensation  for  dass 


TinK  or  Class: 

DEPUTY  ASSISTANT  TREASURER  OF  THE  UNITED  STATES 

Under  the  direction  of  the  Assistant  Treasurer  of  the  United  States,  to  have 
general  charge  of  the  daily  receipts  of  United  States  paper  currency  from  the 
Bureau  of  Engraving  and  Printing  and  its  delivery  to  the  Cashier  for  ship- 
ment to  various  parts  of  the  country;  to  have  charge  of  paper  currency  in  the 
reserve  vaults;  to  supervise  the  examination  of  the  subtreasuries;  and  to 
perform  other  related  work. 

QnaMllcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  special  training  in  accounting  and  bank- 
ing methods ;  and  not  less  than  five  years'  administrative  experience  in  a  large 
banking  institution  or  in  the  fiscal  bureaus  of  the  Government. 

Principal  Lines  of  Promotion 

To :  Assistant  Treasurer  of  the  United  States. 

Compensation  for  Class 


Tmx  OF  Class  : 

ASSISTANT  TREASURER  OF  THE  UNITED  STATES 

Spedftcations  of  Class  i  ,i  ,\ 

Duties:  x'tV 

Under  the  immediate  supervision  of  the  Treasurer  of  the  United  States,  to 
direct  the  details  of  the  entire  work  of  his  office  and  to  act  for  him  in  his 
absence;  to  perform  special  work  in  connection  with  the  deposit,  transfer,  and 
withdrawal  of  War  Loan  funds ;  and  to  perform  related  work  as  required. 

(Inalillaitioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  and  extensive  experience  in  the  adminis- 
tration of  a  large  banking  institution  or  of  Government  fisoil  work. 

Principal  lines  of  Promotioii 

From:  Deputy  Assistant  Treasurer  of  the  United  States;  Superintendent,  Na- 
tional Bank  Redemption  Agency. 
Tb:  Treasurer  of  the  United  States. 

Coipensation  for  CIms 

#    #    # 
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Title  of  Class: 

TREASURER  OF  THE  UNITED  STATES 

Specifications  of  Class  1  4  JL 

Duties: 

Under  the  direction  of  an  Assistant  Secretary  of  the  Treasury,  to  be  re- 
sponsible for  the  receipt  and  disbursement  of  all  public  moneys  that  may  be 
deposited  in  the  Treasury  at  Washington,  the  subtreasuries,  and  the  national- 
bank  depositaries ;  to  act  as  redemption  agent  for  national-bank  notes  and  as 
trustee  for  all  bonds  held  to  secure  national-bank  note  circulation  and  public 
deposits  in  national  banks ;  to  act  as  fiscal  agent  for  the  payment  of  interert  on 
the  public  debt  and  for  paying  the  land-purchase  bonds  of  the  Philippine  Islands, 
principal  and  interest ;  and  to  perform  other  related  work. 

QualificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  and  not  less  than  ten  years*  experl^ice 
in  an  active  administrative  capacity  with  a  large  banking  institution  or  with 
the  Government  in  the  performance  of  fiscal  work. 

Principal  Lines  of  Promotion 

From :  Assistant  Treasurer  of  the  United  States. 
To:  Assistant  Secretary  of  the  Treasury. 

Compensation  for  Class 


Title  of  Class: 

DEPUTY  COLLECTOR  OF  TAXES,  DISTRICT  OF  COLUMBIA 

Specifications  of  Class  1  J.  ? 

Duties:  ^^'^ 

Under  the  Immediate  direction  of  the  Collector  of  Taxes  District  of  Colum- 
bia, to  have  general  supervision  over  the  details  of  work  in  his  office;  and  to 
perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  in  accounting  and  common  law;  thorough  knowledge  of  the 
Ei)ecial  tax  laws  of  the  District  of  Columbia,  and  familiarity  with  the  work  of 
the  Collector's  Office;  and  administrative  ability. 

Principal  lines  of  Promotion 

To :  Collector  of  Taxes,  District  of  Columbia. 

Compensation  for  Class 


Title  of  Class  : 

COLLECTOR  OF  TAXES,  DISTRICT  OF  COLUMBIA 

Specifications  of  Class  1 4  O 

Duties: 

Under  the  direction  of  the  Oommissiooers  of  the  District  of  Columbia,  to  be 
responsible  for  the  collection  of  taxes  on  real  estate  and  personal  property,  of 
special  taxes,  and  of  any  other  tax  imposed  by  law  upon  legal  residiHits  of  the 
District  of  Columbia ;  to  direct  the  accounting  for  ahd  the  disposition  6f  all 
taxes  collected ;  and  to  perform  related  work  as  required. 
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QnaBlieatioiu: 

Training  equivalent  to  that  represented  by  graduation  from  a  high  school; 
spe(Aa\  training  In  accounting  and  common  law;  not  less  than  five  years*  ex- 
perience In  the  oflftce  of  the  Collector  of  Taxes,  District  of  Columbia,  or  its 
equivalent;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Deputy  Collector  of  Taxes,  District  of  Columbia. 

Compensation  for  Class 


GOVERNMENTAL  ACCOUNTING 


TrnjE  OF  Class  : 

UNDER  ACCOUNTING  CLERK 

Spoeillcationa  of  Class  -i    i    « 

Duties:  144^ 

Under  immediate  supervision,  to  perform  simple  routine  accounting  work  of 
a  misceUaneoos  character  in  a  disbursing  office,  an  accounting  office,  or  other 
office;  and  to  perform  related  work  as  required. 

Bxamples:  Stating  and  preparing  for  examination  and  examining  simple 
Tonchers  and  claims;  checking  invoices  and  bills;  computing  interest;  posting 
to  and  adding,  listing,  and  proving  entries  in  books  of  accoimt  or  other  records ; 
keeping  registers  of  encumbrances  or  liabilities ;  typing  or  otherwise  preparing 
(±ecka  and  abstracts  or  schedules  of  expenditures,  receipts,  and  repayments; 
prqwrlng  and  s^n^egating  posting  media ;  arranging,  filing,  and  attaching  bills 
of  lading,  tramqwrtation  requests,  and  miscellaneous  papers ;  arranging,  listing, 
acknowledging,  and  returning  mail  remittances. 

Qnaliicatiofna: 

Training  equivalent  to  that  represented  by  graduation  from  a  liig^-school 
busineas  course ;  preferably  some  typewriting  ability ;  accuracy  and  arithmetical 

aptitude. 

Principal  Lines  of  Promotion 

To:  Junior  Accounting  Clerk. 

Compensation  for  Qass 

Ammal:  $132a-«188M1440 


Tmx  OF  Glass  : 

JUNIOR  ACCOUNTING  CLERK 

Specifications  of  Class  i  j  r: 

Duties:  -L  ^  '^ 

Under  supervision,  to  perform  routine  accounting,  disbursing,  examining  or 
bookke^ing  work  in  a  disbursing  office,  an  accounting  office,  or  an  office  other 
tban  a  Departmental  Auditor's  Office ;  and  to  perform  related  work  as  required. 

Exan^les:  £bcaminlng  for  accuracy,  legality,  and  compliance  with  regula- 
tions, contract  requirements,  and  the  decisions  of  the  Comptroller  of  the  Treas- 
Qiy,  simple  vouchers,  claims,  accounts,  and  related  papers ;  assisting  in  examin- 
ing and  preparing  more  difficult  vouchers  and  claims;  keeping  a  series  of 
simple  accounts  or  assisting  with  the  keeping  of  more  involved  accounts ;  pre- 
paring statements ;  analyzing  and  segregating  for  entry,  financial  data  such  as 
▼OQcbers,  claims,  contracts,  authorizations,  bills,  statements,  invoices,  financial 
reports,  or  other  posting  media;  handling,  counting,  and  packing  money;  as- 
sisting in  paying  employees ;  keeping  miscellaneous  disbursing  records ;  record- 
iii&  assorting,  numk>ering,  assembling,  checltlng,  and  otherwise  preparing  for 
examination  and  settlement,  telegraph  and  transportation  c&ims,  including  the 
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checking  of  the  simple  charges;  performing  simple  voucher  analysis  work; 
keeping  simple  property  records ;  checking,  halancing,  and  adjusting  simple  cash 
or  depository  accounts. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  a  high  school 
business  course ;  not  le^s  than  one  year's  experience  in,  and  aptitude  for  €k>v- 
r  ernmental  accounting  work ;  knowledge  of  the  decisions  of  the  Comptroller  of 
the  Treasury ;  and  adaptability. 

Principal  Lines  of  Promotion 

From :  Under  Accounting  Olerk. 
To :  Senior  Accounting  Clerk. 

Compensation  for  Oass 

Annual:  $15Q0-|ie2Q-^680 


Title  of  Class: 

SENIOR  ACCOUNTING  CLERK 

Specifications  of  Class  .1^0 

Duties:  "^^  ^ 

Under  supervision,  to  i)erform  responsible  and  Important  accounting  work 
requiring  Judgment  and  discretion,  of  a  miscellaneous  character  or  of  a  special- 
ized nature,  such  as  examining  or  bookkeeping,  either  in  a  disbursing  office, 
an  accounting  office,  or  an  office  other  than  a  Departmental  Auditor's  Office; 
and  to  perform  related  work  as  required. 

Examples:  Examining  the  following  for  accuracy,  legality,  and  compliance 
with  regulations,  contract  requirements,  and  the  decisions  of  the  Comptroller 
of  the  Treasury;  field  disbursing,  fiscal,  or  receiving  agents*  accounts,  pur- 
chase vouchers,  contracts,  authorizations,  vouchers  covering  services,  travel, 
and  miscellaneous  expenses  of  employees,  contracts  of  employment,  or  claims 
against  the  Government;  keeping  summary  or  control,  primary  or  cfpedflc, 
appropriation,  subappropriation,  project,  allotment,  or  authorization  accounts, 
cost  accounts  and  records,  including  the  keeping  of  liability,  encumbrance, 
receipt  and  repayment  registers  and  subsidiary  accounts  and  records;  analyz- 
ing Jobs  of  printing  and  binding,  determining  the  cost  and  making  charges; 
keeping  accounts  with  employees  showing  advances  of  funds  on  requisitions; 
receipts,  repayments,  expenditures,  deposits  of  receipts,  and  unexpended  bal- 
ances ;  keeping  accounts  or  records  of  stores  and  equipment  In  connection  with 
other  work ;  keeping  accounts  with  Government  depositories  showing  balances 
on  deposit,  accruals  from,  and  transfers  of,  d^K>Blt;  analyzing,  segregating, 
and  interpreting  financial  data,  such  as  vouchers,  claims,  contracts,  authori- 
zations, bills,  statements,  invoices,  financial  reports,  or  other  posting  media; 
handling  involved  work  in  connection  with  the  preparation  for  examination 
and  settlement  of  telegraph  and  transportation  claims,  including  the  checking 
of  charges;  supervising  the  handling  of  mail  remittances  of  cash  or  other 
cash  transactions;  handling,  counting,  and  packing  money  for  paying  em- 
ployees ;  handling  intricate  phases  of  disbursing  work ;  preparing  correspond- 
ence; supervising  or  reviewing  the  work  of  operatives  engaged  on  routine 
lines  of  accounting  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  in  Governmental  accounting  work;  knowledge 
of  the  law  of  contracts  and  the  fundamentals  of  accounts;  familiarity  with 
the  decisions  of  the  Comptroller  of  the  Treasury ;  good  Judgment  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Accounting  Clerk. 

To:  Junior  Disbursing  Officer;  Principal  Accounting  Clerk;  Junior  Govern- 
mental Accountant ;  Estimate  and  Digest  Clerk. 

Compensation  for  Class 
Annual:  $18ea-|lo2M1080-|aO4O 
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Tiiuor  Glass: 

PRINCIPAL  ACCOUNTING  CLERK 

Speeillcatioiis  of  Class  1  i  "^^ 

Duties:  -^  ^  • 

Under  general  supenrision,  to  perform  one  of  the  following  functions: — (1) 
to  supervise  the  work  of  a  small  group  of  booklceepers,  examiners,  or  other  ac- 
counting clerics  engaged  principally  on  involved  lines  of  work;  (2)  to  supervise 
the  work  of  a  large  group  of  such  employees  engaged  on  routine  work,  in  a  dis- 
bursing or  accounting  office  other  than  a  Departmental  Auditor's  Office;  (8)  to 
direct  and  have  independent  responsibility  for  the  work  of  the  smallest  type  of 
Governmental  accounting  organization,  requiring  only  the  services  of  a  Princi- 
pal Accounting  Clerk  and  a  few  assistants;  (4)  to  engage  independently  on  In- 
tricate and  involved  bookkeeping,  examining,  or  other  accounting  work  without 
siipervisory  responsibility;  (5)  to  assist  a  Junior  Governmental  Accountant  in 
the  direction  and  supervision  of  the  work  of  his  office,  to  relieve  him  in  his 
absence,  and  to  be  responsible  for  an  important  phase  of  the  work ; — and  to  per- 
form related  work  as  required. 

Examples :  Preparing  for  the  coasideratlon  of  a  superior  officer,  information 
with  respect  to  the  devising,  changing,  and  installing  of  forms  and  methods; 
flc-tlng  in  a  general  advisory  capacity  to  the  employees  assigned  to  the  particular 
work. 

QoaMcatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  experience  In  responsible  and  important  Governmental 
accounting  work;  knowledge  of  the  law  of  contracts  and  the  fundamentals  of 
accounts;  ftimiliarity  with  the  decisions  of  the  Comptroller  of  the  Treasury; 
supervisory  ability ;  tact  and  good  Judgment 

Principal  Lines  of  Promotion 

From :  Senior  Accounting  Clerk. 

To:  Junior  Governmental  Accountant;  Governmental  Accountant;  Junior  Dis- 
bursing Officer;  Disbursing  Officer;  Assistant  Auditor,  District  of  Columbia; 
Estimate  and  Digest  Clerk;  Assistant  Chief,  Division  of  Bookkeeping  and 
Warrants. 

Compensation  for  Class 

Amiual :  «216a-«22dM2400-|2520 
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TiTLB  or  Class  : 

JUNIOR  GOVERNMENTAL  ACCOUNTANT 

Spedflcations  of  Class 
Dutiso: 

Under  general  direction,  in  a  disbursing  or  accounting  office  other  than  a 
Departmental  Auditor's  Office,  to  prosecute  highly  responsible  fiscal  or  account- 
log  work  along  one  of  the  following  lines: — (1)  to  direct  and  have  indq;>endent 
reqwnsibillty  for  the  accounting  and  related  work  of  a  small  Governmental 
accounting  organization,  other  tiian  a  disbursing  office,  engaged  in  both  field 
and  office  operations ;  (2)  to  sui)ervlse  the  work  of  a  large  group  of  bookkeeper8» 
examiners,  or  other  accounting  clerks  engaged  for  the  most  part  on  Involved 
lines  of  work;  (3)  to  supervise  the  work  of  a  small  group  of  bookkeepers, 
examiners,  or  other  accounting  clerks  engaged  on  the  highest  type  of  Govern- 
mental accounting  work  along  specialized  and  restricted  lines;  (4)  to  assist  a 
Governmental  Accountant  or  a  Disbursing  Officer  in  the  direction  and  super- 
visiou  of  the  work  of  his  office,  to  relieve  him  in  his  absence,  and  to  be 
responsible  for  an  important  phase  of  the  work;  (5)  to  engage  ind^;)endentl7 
In  the  highest  type  of  constructive  accounting  worlc  of  a  varied  character, 
with  or  without  supervisory  responsibility; — and  to  perform  related  work  as 
required. 

Examples:  Planning,  allotting,  and  ooordlnating  the  work  of  aooonntlng 
clerks  engaged  in  bookkeeping,  examining,  or  disbursing  work,  or  miscellaneous 
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accounting  work ;  acting  in  an  advisory  capacity  in  the  application  of  tbe  more 
technical  principles  of  bookkeeping,  examining,  disbursing,  or  accounting  to  the 
particular  system  employed  for  the  accomplishment  of  the  work,  and  with 
reference  to  the  objects,  special  features,  practices,  statutory  and  other  limita- 
tions of  the  organization  concerned ;  preparing  data  for  revising,  changing,  and 
installing  forms  and  methods;  preparing  fiscal,  accounting,  and  other  regula- 
tions and  instructions;  preparing  letters  and  memoranda  of  a  legal  or  quasi- 
legal  character  concerning  matters  involved  In  the  examination  of  vouchers, 
claims,  and  accounts,  or  in  connection  with  prospective  purchases,  allowances, 
expenditures,  plans,  or  undertakings;  organizing,  inspecting,  and  auditing  or 
sniiervising  the  auditing  of  the  work  of  subsidiary  field  organizations. 

Qualificattens: 

Training  equivalent  to  that  represented  by  graduation  from  hl^  school ;  not 
less  than  four  years'  experience  in  responsible  and  important  Gk)vemmental 
accounting  work;  special  knowledge  of  accounting  and  law  as  applied  to  the 
Gtovemmental  system  of  accounts;  familiarity  with  the  decisions  of  ttie  Gomp* 
troUer  of  the  Treasury;  supervisory  and  organizing  ability. 

PrineipAl  Lines  of  PromotiiHi 

From :  Principal  Accounting  Clerk ;  Senior  Accounting  Olerk. 

To:  Senior  Governmental  Accountant;  Governmental  Accountant;  Senior  Dis* 
bursing  Officer;  Disbursing  Officer;  Chief,  Division  of  Bookkeeping  and 
Warrants ;  Assistant  Chief  Division  of  Bookkeeping  and  Warrants ;  Auditor, 
District  of  Columbia ;  Assistant  Auditor,  District  of  Columbia ;  Estimate  and 
Digest  Clerk. 

Compensation  for  Class 

Annual:  $2400-*262O-?2(J4O-$27eO"|28S0 


Title  of  Class  : 
GOVERNMENTAL  ACCOUNTANT 

Specifications  of  Class  ^  4- J 

Duties: 

Subject  to  the  general  control  and  supervision  of  the  head  of  a  department, 
bureau,  or  other  office,  (1)  to  supervise  the  work  of  a  large  Governmental  ac- 
counting organization,  other  than  a  disbursing  or  auditing  office,  engaged  in 
the  prosecution  of  fie\d  or  office  operations,  or  both,  which  are  for  the  most 
part  of  a  routine  character;  or  (2)  to  <llre€t  and  be  responsible  for  the  work 
of  a  smaller  Governmental  accounting  organization  where  the  work,  on  ac- 
count of  the  nature  of  the  activities  of  the  department.  Is  highly  developed 
and  of  an  Involved  character;  or  (3)  to  assist  a  Senior  Governmental  Ac- 
countant or  a  Senior  Disbursing  Officer  in  the  direction  and  supervision  of  the 
work  of  his  office,  to  relieve  him  lu  his  absence,  and  to  be  responsible  for  an 
Important  phase  of  the  work;  (4)  to  engage  Independently  in  the  highest  type 
of  constructive  accounting  work  of  a  varied  character,  with  or  without  super- 
visory responsibility ;  and  to  perform  other  related  work. 

Examples:  Devising  and  Installing  accounting  forms  and  methods  and  de- 
vising and  keeping  property  nvords  and  accounts ;  preparing  fiscal,  accounting, 
and  other  regulations  and  instructions ;  preparing  letters  and  memoranda  of  a 
legal  or  quasi-legal  character  concerning  matters  Involved  In  the  examination 
of  vouchers,  claims,  and  accounts,  or  in  connection  with  prospective  purchases, 
allowances,  expenditures,  plans,  or  undertakings;  organizing,  inspecting,  audit- 
ing or  supervising  the  auditing  of  subsidiary  accounting  units;  preparing  or 
examining  all  classes  of  estimates  of  appropriations  and  preparing  special  and 
general  reports  and  financial  and  other  statements  required  by  law  or  admin- 
istrative direction;  acting  in  an  advisory  capacity  with  respect  to  all  matters 
involving  the  application  of  special  or  general  laws,  regiilntloi  s.  and  practices 
as  they  relate  to  Governmental  accounting. 

Qualifications: 

Trnininir  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  six  years*  experience  in  the  performance  of  important  Govern- 
mental accounting  work;  special  knowledge  of  accounting  and  law  as  applied 
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to  the  GoYernmental  system  of  accounts;  thorough  familiarity  with  the  deci- 
sions of  the  Comptroller  of  the  Treasury;  proven  supervisory  and  organizing 
ability. 

Principal  lines  of  Promotion 

From:  Junior  Crovemmental  Accountant;  Principal  Accounting  Clerk;  Junior 

Disbursing  Officer ;  Estimate  and  Digest  Olerk. 
To:  Senior  Governmental  Accountant;  Auditor,  District  of  Columbia;  Chief, 

Division  of  Bookkeeping  and  WaiTants;  Senior  Disbursing  Officer. 

Compensation  for  Class 

.Annual:  $dn0(>-$3120-$324O-f33e0-|348D 


15.) 


Title  of  Class  : 

SENIOR  GOVERNMENTAL  ACCOUNTANT 

Spodflcntions  of  Ckas 

Datics: 

Subject  to  the  general  control  of  the  head  of  a  department,  bureau,  or  other 
office,  to  direct  and  have  independent  responsibility  for  the  work  of  one  of  the 
largest  Governmental  accounting  organizations,  other  than  a  disbursing  or  an 
auditing  office,  engaged  in  the  prosecution  of  extensive  field  or  office  operations, 
i)r  both,  which  are  for  the  greater  part  of  an  involved  or  highly  developed  char- 
acter; and  to  perform  other  relat^  work. 

Qoaliflcntions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  seven  years*  experience  in  important  and  responsible  Governmental 
accounting  work;  special  knowledge  of  accounting  and  law  as  applied  to  the 
GoTemmental  system  of  accounts;  thorough  familiarity  with  the  decisions  of 
tbe  Comptroller  of  the  Treasury;  administrative  and  organizing  ability  of  a 
high  order. 

Principnl  Linos  ol  PromotiOB 

From:  Ciiivernmeutal  Accountant;  Junior  Governmental  Accountant;  Disburs- 
\nf:  OfBeer :  Junior  Disbursing  Officer ;  Assistant  Auditor,  District  of  Colum- 
bia: Assistant  Chief,  Division  of  Bookkeeping  and  Warrants;  Estimate  nnd 
Digest  Clerk. 

Compensation  for  Class 

Annual:  $3eOO-¥372(>4384O-$390O44O8O 


Title  of  Class  : 

JUNIOR  DISBURSING  OFFICER  .  ^  ^ 

Spodieations  of  Cfauw  10  X 

Datics: 

To  disburse  the  funds  of  a  €k>vemmental  organization  which  requires  only 
the  services  of  a  disbursing  officer  or  of  a  disbursing  officer  and  several  assist- 
ants ;  to  deposit  and  account  for  funds  advanced  on  requisition  or  received  from 
refunds,  repayments,  sales,  or  other  sources ;  in  some  cases,  to  perform  special 
accounting  work  as  assigned,  to  prepare  estimates  of  appropriations,  statements, 
and  special  reports,  and  to  act  in  an  advisory  capacity  on  matters  concerning 
finanoe  and  accounts ;  and  to  perform  related  work  as  required. 

Qualifications; 

Tracing  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
lesg  than  five  years*  experience  in  important  Governmental  disbursing  and 
accounting  work;  knowledge  of  the  fundamentals  of  aec<iunts  and  familiarity 
with  the  decisions  of  the  Comptroller  of  the  Treasury. 
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PrindiMd  Lines  of  Promotiim 

From :  Senior  Accounting  Oierk ;  Principal  Accounting  Clerk. 

To:  Disbursing  Officer;  Chief,  Division  of  Bookkeeping  and  Warrants;  Aasist- 
ant  Chief,  Division  of  Bookkeeping  and  Warrants ;  Senior  Governmental  Ac- 
countant; Governmental  Accountant;  Auditor,  District  of  Columbia;  Assist- 
ant Auditor,  District  of  Columbia. 

Compensatioii  for  Class 

Annual :  $240a-$262O-f  2640-|276M28S!0 


15; 


Title  of  Class  : 
DISBURSING  OFFICER 

Spedfications  of  Class 
Dnties: 

To  disburse  the  funds  of  a  relatively  small  department  or  other  Governmental 
organization  or  branch  of  corresponding  size ;  to  deposit  and  account  for  funds 
advanced  on  requisition  or  received  from  refunds,  repayments,  sales,  or  other 
sources;  to  supervise  the  personnel  and  the  work  performed;  in  some  cases, 
to  perform  special  accounting  work,  to  prepare  estimates,  statements,  and 
cfpedal  and  general  reports;  to  exercise  supervision  over  the  disbursing  of, 
and  accounting  for,  funds  by  temporary  field  disbursing  agents;  to  act  in  an 
advisory  capacity  on  matters  concerning  finance  and  accounts;  and  to  perform 
other  related  work. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts;  not  less  than  six  years' 
experience  in  important  Governmental  disbursing  or  accounting  woric,  prefer- 
ably in  a  disbursing  office;  thorough  familiarity  with  the  decisions  of  the 
Comptroller  of  the  Treasury ;  and  proven  supervisory  ability. 

Prineipal  Lines  of  Promotion 

From :  Junior  Disbursing  Officer ;  Principal  Accounting  Clerk. 

To :  Bstimate  and  Digest  Clerk ;  Junior  Governmental  Accountant ;  Senior  Dis- 
bursing Officer;  Chief,  Division  of  Bookkeeping  and  Warrants;  Auditor, 
District  of  Columbia ;  Senior  Governmental  Accountant. 

Compensation  for  Class 

Annual:  $d00(M312(M324(MS86O-f3480 


TmjB  OF  Class  : 

SENIOR  DISBURSING  OFFICER 

Spedfications  of  Class  1  ^  -\ 

Duties:  ^^^ 

To  disburse  the  funds  of  one  of  the  largest  (xovernmental  organizations, 
such  as  a  large  department  or  independent  establishment,  or  an  exceptional!}' 
large  bureau  of  a  department  where  the  disbursing  work  is  subdivided;  to 
deposit  and  account  for  funds  advanced  on  requisition  or  received  from  refunds, 
repayments,  sales,  or  other  sources;  to  supervise  the  personnel  and  the  work 
performed;  In  some  cases,  to  prepare,  examine,  and  transmit  estimates  of 
appropriations,  statements,  and  special  and  general  reports;  to  exercise  super- 
vision over  the  disbursing  of,  and  accounting  for,  funds  by  temporary  field 
disbursing  agents ;  to  act  in  an  advisory  capacity  on  matters  concerning  finance 
and  accounts ;  and  to  perform  other  related  work.  « 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts ;  not  less  than  seven  years' 
experience  in  important  Governmental  disbursing  and  accounting  work,  pre- 
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ferably  in  a  disbursing  office;  thorough  fiimiliarity  with  the  decisions  of  the 
a)mptroll€r  of  the  Treasury;  supervisory  and  organising  ability  of  a  high 

order. 

Prineipal  Uiies  of  Piomotioa 

From:  Disbursing  Officer;  GoTemmental  Accountant;  Junior  QoTemmental 
Accountant;  Assistant  Chief,  Division  of  Bookke^ing  and  Warrants;  Bsti- 
mate  and  Digest  Clerk;  Assistant  Auditor,  District  of  Columbia. 

Compensation  for  Class 

Annual:  «3600-$S72(>48840-|3960-|4080 


GOVEKNMBNTAL  AUDITING 


TnuB  or  Glass: 

JUNIOR  AUDIT  CLEBK  i  rr   i 

Speeillcations  of  Class 

Mies: 

Under  immediate  supervision,  to  perform  routine  work  in  connection  with 
auditing  daims  and  accounts  in  an  Auditor's  Office;  and  to  perform  related 
viort  as  required. 

Examples:  Elzamlning  simple  vouchers  and  claims,  for  accuracy,  legality, 
and  compliance  with  regulations,  contract  requirements,  and  decisions  of  the 
Comptroller  of  the  Treasury;  assisting  in  proving  depository  and  cash  bal- 
ances; preparing  memoranda  concerning  differences  noted  for  inspection  of 
snperrlsor. 


Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  six  months'  experience  in  Governmental  accounting  work,  preferably 
in  a  Departmental  Auditor's  Office;  and  knowledge  of  tlie  fimdamental^  of 
accoantB,  tibe  principles  of  the  law  of  contracts,  and  the  decisions  of  the  Comp- 
troller of  the  Treasury. 

Principal  Lines  of  Promotion 

To:  Senior  Audit  Clerk. 

Compensation  for  Class 
Annual:  |lfi6(^lQ20-41680 


Trlb  or  Class: 

SENIOB  AUDIT  CLEHK  ^  ^ 

Specifications  of  Class  1  '^  *^ 

Dnttes: 

Under  supervision,  to  perform  responsible  and  Important  work  In  connection 
with  the  auditing  and  settling  of  claims  and  accounts  In  an  Auditor's  Office; 
and  to  perform  related  work  as  required. 

Examples:  Ehcamlnlng  vouchers  for  accuracy,  legality,  and  compliance  with 
regulations,  contract  requirements,  and  decisions  of  the  Comptroller  of  the 
Treasury;  proving  depository  and  cash  balances;  stating  accounts  in  form 
tOT  posting  on  Treasury  ledgers;  preparing  statements  of  differences  found 
in  accounts  and  related  correspondence ;  examining  and  settling  miscellaneous 
and  $:peclal  claims ;  and  exercising  limited  supervision  over  the  work  of  othem 
assigned  as  assistants. 

Quiificadons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
liot  less  iiian  three  years'  experience  In  the  actual  performance  of  important 
Govemmental  accounting  work,  preferably  in  a  Departmental  Auditor's  Office ; 
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working  knowledge  of  the  fundamentals  of  accounts,  the  principles  of  the  lav 
of  contracts,  and  the  decisions  of  the  Comptroller  of  the  Treasury;  and  difi- 
<*riminating  Judgment. 

PiineiiMil  Lines  of  Promotioii 

From :  Junior  Audit  Clerk. 

To:  Supervising  Auditor:  Principal  Audit  Clerk. 

Compensation  for  Oass 

Annual:  $186a-91920-$1980-$2040 


Title  of  Class: 
PRINCIPAL  AUDIT  CLERK 

Spedficatimu  of  Class  156 

Duties: 

To  supervise  the  work  of  auditing  and  settling  claims  and  accounts  in  a 
section  of  a  division  of  an  Auditor's  Office,  or  to  perform  the  more  intricate 
and  involved  work  of  a  section;  to  assist  a  Supervising  Auditor  and  to  act 
for  him  in  his  absence;  to  exercise  limited  supervision  over  the  personnel  of 
t  he  section ;  and  to  perform  related  work  as  required. 

Examples:  Giving  instructions  and  advice  relative  to  the  examination  of 
claims  and  vouchers  with  respect  to  accuracy,  legality,  and  compliance  wltli 
regulations,  contract  requirements,  and  the  decisions  of  the  Comptroller  of  the 
Treasury;  giving  Instruction  and  advice  relative  to  the  proving  of  depository 
and  cash  balances;  stating  accounts  in  form  for  posting  on  Treasury  ledgers; 
preparing  statements  of  differences  found  In  accounts  and  related  correspondence ; 
examining  and  settling  miscellaneous  and  special  claims  of  a  difficult  and  In- 
volved character. 

QnaliiieatiMis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  three  years'  experience  in  important  Governmental  accounting 
work,  preferably  in  a  Departmental  Auditor's  Office;  working  knowledge  of 
the  fundamentals  of  accounts,  the  principles  of  the  law  of  contracts,  and  the 
decisions  of  the  Comptroller  of  the  Treasury;  supervisory  ability;  and  dis- 
criminating judgment. 

Principal  Lines  of  Promotion 

t'rom :  Senior  Audit  Clerk. 

To:  Assistant  Departmental  Auditor;  Special  Assistant  to  the  Auditor  for  ttie 
Post  Office  Department;  Supervising  Auditor. 

Compensation  for  Class 

Annual :  $210(>4222(>-$2340 


TiTUB  OF  Class: 
SUPERVISING  AUDITOR 

Specifications  of  Class  1  <^  ^ 

Duties: 

Under  general  direction,  to  plan,  allot,  and  supei*vise  the  work  of  auditing 
and  settling  claims  and  accounts  of  a  division  of  a  Departmental  Auditor's 
Office,  or  to  be  responsible  to  an  Assistant  Departmental  Auditor  for  im- 
portant special  administrative  work;  to  decide  questions  arising  In  the  settle- 
ment of  accounts  and  claims  not  involving  original  construction  of  the  statutes : 
to  answer  inquiries  of  departmental  representatives  and  others  involving  the 
work  of  the  division;  to  exercise  limited  supervision  over  the  personnel  of 
the  division;  and  to  perform  other  related  work. 
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QoaliflcatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thoroogfa  training  in  the  fondamentals  of  accounts  and  the  principles  of  the 
law  of  contracts;  not  less  than  five  years'  experience  in  important  GoYem- 
mcdital  accounting  work,  preferably  in  a  Departmental  Auditor's  Office ;  famil- 
iarity with  the  decisicms  of  the  CcHuptroller  of  the  Treasury ;  supervisory  ability ; 
and  discriminating  Judgment 

Principal  Lines  of  Promotion 

From :  Principal  Audit  Clerk ;  Senior  Audit  Clerk. 

To:  D^Mirtmental  Auditor;  Assistant  Departmental  Auditor;  Special  Assistant 
to  the  Auditor  for  the  Post  Office  Department 

Compensation  for  Class 

Annual :  $240(M2520-$264(K276a-|2880 


TiTLK  OF  Class  : 

SPECIAL  ASSISTANT  TO  THE  AUDITOR  FOR  THE  POST  OFFICE 
DEPARTMENT 

Spedllcations  of  Class  1  ^  !s 

Duties:  J-  •-'  ^ 

To  supervise  the  stating  of  special  accounts  of  the  Postal  Service ;  to  state  the 
general  account  of  the  Post  Office  Department  with  the  Treasury  Department ; 
to  prepare  statements  showing  the  fiscal  operations  and  financial  condition  of 
the  Post  Office  Department ;  to  make  special  investigations  and  recommmenda- 
tions  relative  to  improved  methods  of  accounting  in  the  Post  Office  Depart- 
ment ;  and  to  perform  other  related  work. 

QnaUflcadons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  pre- 
ferably special  training  in  commercial  accounting;  not  less  than  six  years' 
experience  in  a  responsible  position  in  connection  with  Governmental  account- 
ing work,  preferably  in  the  office  of  the  Auditor  for  the  Post  Office  Department ; 
and  thorough  familiarity  with  the  decisions  of  the  Comptroller  of  the  Treasury. 

Principal  Lines  of  Promotion 

From :  Supervising  Auditor ;  Principal  Audit  Clerk. 

To:  Departmental  Auditor;  Assistant  Departmental  Auditor. 

Compensation  for  Class 

Annual:  |2MO-f8O0(M318a-f88OO 


TiTLB  OF  Class  : 

ASSISTANT  DEPARTMENTAL  AUDITOR 

SpedHcationa  of  Class  1  5  1) 

Duties:  ^ 

To  assist  in  the  direction  and  supervision  of  the  personnel*  engaged  in  the 
performance  of  all  classes  of  work  in  a  Departmental  Auditor's  Office ;  to  act  as 
bead  of  the  office  In  the  absence  of  the  Auditor ;  to  prepare  estimates  of  appro- 
priadonSy  reports*  and  correspondence  in  connection  therewith,  and  other  reports 
and  special  correspondence;  to  superintend  the  handling  and  Issuing  of  sup- 
plies ;  and  to  perform  other  related  work. 

Qnaliflcationfl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts  and  the  principles  of  the  law 
of  contracts;  not  less  than  six  years'  experience  in  important  Qorernmental 
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accounting  work,  preferably  in  a  Departmental  Auditor's  Office;  tliorougb 
familiarity  with  the  decisions  of  the  Comptroller  of  the  Treasury ;  sup^viaory 
ability  of  a  high  order ;  firmness  and  Judgment 

PrincipAl  Lines  of  Promotion 

From:  Supervising  Auditor;  Principal  Audit  Clerk;  Special  Assistant  to  the 

Auditor  for  the  Post  Office  Department. 
To :  Departmental  Auditor. 

Compensation  for  Class 

Annual:  $2940-|306O-$8180-$3300 


Title  of  Class  : 
DEPARTMENTAL  AUDITOR 

Specifications  of  Class  1  {\\) 

Duties:  -^ 

To  be  responsible  for  the  receiving,  auditing,  and  settling  of  all  claims  and 
accounts  for  a  department  or  of  a  group  of  departments  and  other  Govern- 
mental establishments ;  to  direct  and  supervise  the  personnel  engaged  in  the  per- 
formance of  such  work ;  to  confer  with  departmental  representatives  and  otliers 
concerning  the  work ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts  and  the  principles  of  the 
law  of  contracts ;  not  less  than  seven  years*  responsible  experience  in  important 
Ck>vernmental  accounting  work ;  thorough  familiarity  with  the  decisions  of  the 
Comptroller  of  the  Treasury ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Departmental  Auditor;  Supervising  Auditor;  Special  Aasist- 
ant  to  the  Auditor  for  the  Post  Office  Department 

Compensation  for  Class 

*     •     * 


Title  of  Class  : 

ASSISTANT  AUDITOR,  DISTRICT  OF  COLUMBIA 

Spocifications  of  Class  1  b  -i 

Duties: 

Under  general  direction,  to  supervise  the  work  and  personnel  of  the  office 
of  the  Auditor  for  the  District  of  Columbia,  and  to  act  for  him  in  his  absence ; 
to  supervise  the  acquisition  of  real  estate  by  the  District,  including  the  review 
of  the  various  transactions  pertaining  thereto,  and  the  examination  of  the  legal 
phases  of  the  certificates  of  title  and  conveyances ;  to  determine  their  compli- 
ance with  the  law ;  and  to  i)erform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  in  the  fundamentals  of  accounts  and*  some  training  in  gen- 
eral law,  including  the  law  of  real  estate ;  not  less  than  six  years'  experience 
in  the  actual  performance  of  responsible  Governmental  accounting  work,  prefer- 
ably in  the  District  of  Columbia  Government;  thorough  familiarity  with  the 
decisions  of  the  Comptroller  of  the  Treasury;  proven  supervisory  ability; 
firmness ;  and  sound  Judgment 

Principal  Lines  of  Promotion 

From:  Junior  Governmental  Accountant;  Principal  Accounting  Clerk;  Junior 
Disbursing  Officer ;  Estimate  and  Digest  Clerk. 

To :  Auditor,  District  of  Columbia :  Chief,  Division  of  Bookkeeping  and  War- 
rants; Senior  Governmental  Accountant;  Senior  Disbursing  Officer. 

Compensation  for  Class 
Annual:  9800O-9812O-|824O-$38e0-93480 
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Tnui  oar  Glabs: 

AUDITOR,  DISTRICT  OF  COLUMBIA 

Spedlleatioiui  of  Cfauw 


152 


Dntiai: 

To  be  responsible  tor  the  auditing  of  all  income  and  expmditures  and  the 
THlidating  of  all  receipts  of  the  District  of  Columbia;  to  countersign  checks 
and  bonds  issued  on  account  of  the  Indebtedness  of  the  Municipal  Government 
of  the  District  of  Columbia,  by  the  Treasurer  of  the  United  States ;  before  pur- 
cbaae  orders  are  issued,  to  approve  requisitions  for  supplies  required  by  all  de- 
pftrtments  of  the  District  Government  and  pass  on  the  legality  of  the  proposed! 
purchases ;  to  oversee  the  checking  of  the  accounts  of  departments,  institutions, 
and  local  courts  originating  revenue,  under  the  Jurisdiction  of  the  District  of 
Oolnmbia;  to  supervise  generally  the  bookkeeping  and  accounting  work  of  all 
of  the  dq;>artments  of  the  District  Government ;  to  ke^  the  general  books  for 
the  District ;  to  'prepare  financial  reports  and  other  data  concerning  the  fiscal 
or  accounting  activities  of  the  District  Government;  and  to  perform  other 
related  work. 

QnJificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
tborough  training  in  the  fundamentals  of  accounts  and  in  general  law ;  not  less 
tban  seven  years'  experience  in  the  performance  of  responsible  Governmental 
icGoanting  work, -preferably  In  the  District  of  Columbia  Government;  thorough 
funiliarity  with  the  decisions  of  the  Comptroller  of  the  Treasury;  a  high  de- 
gree of  administrative  and  organizing  ability ;  firmness  and  sound  Judgment 

Principal  Lines  of  Promotion 

Form:  Assistant  Auditor,  District  of  Columbia;'  Govemm^tal  Accountant; 
Disbursing  Officer;  Assistant  Chief  of  Division  of  Bookkeeping  and  War- 
rants; Estimate  and  Digest  Clerk;  Junior  Governmental  Accountant;  Junior 
Disbursing  Officer. 

Compensation  for  Class 

♦     ♦     •  .  ••' 


INCOME  TAX  ACCOUNTING. 


Tnu  or  Class: 

mcOMB  TAX  AUDIT  CLERK  ^  .,    , 

Spedfieations  of  Class  1  ^^  ^ 

Dntics: 

Under  immediate  supervision,  to  analyse  the  simplest  type  of  Income  tax 
returns  filed  by  individuals,  partnerships,  fiduciaries  or  corporations  for  the 
imrpose  of  determining  the  correct  statutory  net  Income  taxable  under  the 
Federal  Income  Tax  laws  and  ascertaining  proper  income  tax  liability;  and 
to  perform  related  work  as  required. 

Qttlifieations: 

l^raining  equivalent  to  that  represented  by  graduation  from  high  school  and 
one  year's  study  of  accountancy ;  and  not  less  than  two  years'  experience  as  a 
bookkeeper  in  diarge  of  double-entry  books  of  account 

Principal  Lines  of  Promotion 

To:  Junior  Income  Tax  Accountant 

Compensation  for  Class 
Annual:  |ice0-«ie20-fl680 
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Title  of  Glass  : 

JUNIOR  INCOME  TAX  ACCOUNTANT 

Speeiicatkms  of  Class  1  B  4 

Duties:  ^  ^^ 

Under  immediate  supervision,  to  examine  and  analyze  income  and  excess 
profits  tax  returns,  balance  sheets,  and  other  financial  statements  submitted  by 
individuals,  partnerships,  fiduciaries,  or  corporations,  presenting  somewhat  in- 
volved features;  to  determine  the  correct  statutory  net  income  taxable  under 
Federal  Income  Tax  Laws;  to  ascertain  the  proper  income  tax  liability;  to 
assist  in  the  examination  of  books  for  the  verification  of  report  or  returns ;  and 
to  perform  related  work  as  required. 

QaaHficationB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  experience  in  double-entiy  bookkeeping;  preferably 
at  least  one  year  as  a  Junior  on  the  staff  of  a  public  accountant  or  six  months' 
successful  experience  as  an  Income  Tax  Audit  Clerk ;  and  general  knowledge  of 
the  theory  and  practice  of  accounting. 

Principal  Limes  of  Promotion 

From :  Income  Tax  Audit  Clerk. 

To:  Associate  Income  Tax  Accountant. 

Compensation  for  Class 

Annual :  11800^1920-^2040-^2160 


Title  of  Class: 

ASSOCIATE  INCOME  TAX  ACCOUNTANT 

Specifications  of  Class  ^  n  ^ 

Duties:  loij 

Under  supervision,  to  examine  and  analyze  intricate  income  and  excess 
profits  tax  returns,  balance  sheets,  and  other  financial  statements  submitted  by 
individuals,  partnerships,  fiduciaries,  or  corporations;  to  determine  statutory 
invested  capital  for  the  taxable  year ;  to  determine  the  correct  net  income  tax- 
able under  the  Federal  Income  Tax  laws;  to  ascertain  the  proper  income  tax 
liability ;  to  prepare  memoranda  which  constitute  the  bases  of  letters  request- 
ing further  information  or  advising  of  corrections  or  adjustments;  to  verity 
reports  or  returns  by  examination  of  books;  in  some  cases,  to  supervise  and 
direct  a  small  group  engaged  on  work  of  equal  or  less  importance  and  dictate 
correspondence  emanating  from  such  group ;  and  to  perform  related  work  as  re- 
quired. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
successful  completion  of  a  course  of  study  in  accountancy;  not  less  than  two 
years*  experience  in  a  broad  field  of  general  accounting,  preferably  on  the  staff 
of  a  public  accountant ;  or  at  least  one  year's  successful  experience  as  a  Junior 
Income  Tax  Accountant ;  and  good  Judgment 

Principal  lines  of  Prooiotion 

From:  Junior  Income  Tax  Accountant. 
To :  Senior  Income  Tax  Accountant. 

Compensation  for  Class 

Annual:  $240O-$2520-|2fi4O-n$2760-2880 


Tftle  of  Class: 

SENIOR  INCOME  TAX  ACCOUNTANT 

Specifications  of  Class  1  ^  O 

Duties: 

Under  general  supervision,  to  examine  and  analyse  income  and  excess  proAts 
tax  returns  that  require  special  attention  on  account  of  involved,  intricate  or 
otherwise  peculiar  problems;  to  determine  the  correct  statutory  net  Incope 
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and  ttie  tax  due  thereon;  to  prepare  memorandums  which  form  the  bases  of 
letters  of  advice  as  to  corrections  or  adjustments ;  to  verify  reports  or  returns 
by  interview  or  examination  of  books  when  occasion  demands ;  In  some  cases, 
to  supervise  and  direct  a  small  group  engaged  on  work  of  equal  or  lesser  im- 
portance and  dictate  correspondence  emanating  from  such  group;  and  to  per- 
form related  work  as  required. 

Training  eqoival^it  to  that  represented  by  graduation  from  high  school  and 
from  a  full  course  in  accountancy  or  business  adrntnistiation ;  not  less  than 
three  years*  experience  In  a  broad  field  of  general  accounting,  preferably  as  n 
senior  on  the  staff  of  a  public  aceoimtant;  or  at  least  one  year's  successful 
exp^ence  as  Associate  Income  Tax  Accountant;  supervisory  ability;  an<L 
good  Judgment 

Principal  lines  of  Promotion 

From:  Associate  Income  Tax  Accountant.  * 

To:  Principal  Income  Tax  Accountant 

Compensation  for  Class 

Annual:  93000-$824M8480-|8720 


TriLB  OF  Glass: 

PRINCIPAL  INCOME  TAX  ACCOUNTANT  i  ^J  ^ 

Specifications  of  Class 

Dadcs: 

Under  general  siq^ervlsion,  to  be  responsible  for  the  work  of  a  minor  sub- 
division In  an  organization  engaged  in  examining  or  auditing  Income  tax  re- 
turns of  individuals,  partnerships,  fiduciaries,  or  corporations;  to  direct  the 
disposition  of  individual  cases  or  groups  of  cases  assigned  to  the  subdivision : 
in  collaboration  with  other  principal  accountants,  to  formulate  new  and  modl^' 
existing  roles  of  procedure  in  the  administration  of  the  Federal  Income  Tax 
laws  and  regulations ;  and  to  perform  related  work  as  required. 

Qnafiflcationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  lon^ 
experience  In  a  broad  field  of  general  accounting,  at  least  two  years  of  wliidi 
shall  have  been  spent  in  handling  the  most  difficult  features  of  Income  tax 
worlc,  preferably  in  the  Bureau  of  Internal  Revenue;  thorough  knowledge  of 
the  theory  and  practice  of  accounting;  familiarity  with  Income  tax  laws; 
administrative  ability;  and  good  Judgment 

Principal  Linco  of  Promotion 

From :  Senior  Income  Tax  Accountant 
!f  To:  Head  Income  Tax  Accountant 


4 


Compensation  for  Class 

Annual:  $3840-$406(>44S20-|45e0 


1^^ Title  or  Class: 
J JHEAD  INCOME  TAX  ACCOUNTANT  1  (l  S 

i  Specifications  of  Class 

.jkDQties: 

r3  Under  direction,  to  exercise  control  over  a  major  subdivision  of  an  or^ani- 
;jf?zation  engaged  In  examining  or  auditing  Income-tax  returns  of  individualn, 
[J-  l>artnershlps,   fiduciaries,  or  corporations ;   to  initiate  and  determine  within 
the  scope  of  his  organization  matters  of  policy  relative  to  the  administration 
and  analysis  of  returns;  to  furnish  for  executive  action  expert  or  critical  ad- 
rice  upon  income  tax  accounting  policies  and  procedures ;  to  act  as  authorlta- 
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tive  adviser  or  consultant  regarding  problems  arising  within  the  organisation ; 
to  participate  in  and  conduct  conferences  with  taxpayers;  and  to  perform 
related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
long  experience  in  a  broad  field  of  general  accoimtlng,  not  less  than  one  year 
of  which  shall  have  been  in  responsible  charge  of  income-tax  work,  preferably 
as  a  Principal  Income  Tax  Accountant ;  thorough  knowledge  of  the  theory  and 
practice  of  accounting;  familiarity  with  Income-tax  laws;  and  ftdministrative 
ability. 

Principal  lines  of  Piomotioii 

From:  Principal  Income  Tax  Accountant 
To:  Chief  Income  Tax  Accountant. 

Compensation  for  Class 

Annual:  94e8O-4480O-^020-4S04O 


TiTijc  OF  Class: 

CHIEF  mCOMB  TAX  ACCOUNTANT 

Specifications  of  Class  1 0  J 

Duties: 

Under  general  direction,  to  have  chief  administrative  charge  of  a  main  di- 
vision engaged  In  examining  or  auditing  income-tax  returns  of  individuals, 
partnerships,  fiduciaries,  or  corporations;  to  act  as  consulting  specialist  on 
important  income  tax  accounting  technicalities;  to  conduct  and  direct  the 
most  comprehensive  of  income-tax  accounting  research;  and  to  have  final 
responsibility  for  the  preparation  of  financial  and  administrative  reporta 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
many  years*  experience  in  a  broad  field  of  general  accounting,  not  less  than 
one  year  of  which  shall  have  been  in  charge  of  a  subdivision  of  the  Income 
Tax  unit  in  the  Bureau  of  Internal  Revenue;  thorough  knowledge  of  the 
theory  and  practice  of  accounting;  familiarity  with  income-tax  laws;  and  ad- 
ministrative ability. 

Principal  IJnes  of  Promotion 

From :  Head  Income  Tax  Accountant 

Compensation  for  Claaa 

0      m      m 


I 


I  ^  y    —     -   '*  / 

6.  THE  MAIL,  FILE,  AND  RECORD  SERVICE 


'Mw  Bervio€  includes  cloBses  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  toork  in  connection  with  receiving,  reading,  routing,  dispatch- 
ing, classifying  or  filing  correspondence  or  other  mail  matter;  the  fUing  of 
papers,  cards,  samples,  or  other  office  records;  the  trauscriJAng  of  information 
for  record  purposes;  or  the  classification  of  finger  print  identification  records, 

DlOBSTINO  AND  BSCOBOINO  : 

Jvaiov  Mflwt  Cbik 
Senior  IHvwt  Cl«rk 
PriMlp*]  IHvwt  Cl«ik 


Pitedpol  B«e«rd«r 


Chief   BMMliOT    (GVMP) 

Ftlino: 

Undtr  File  Cteik 

JmlMT  in*  and  RM»vi  Ctetk 

8«Bter  FH*  and  Btciuhl  Ctoik  <Gn«F) 

PriBcipftI  in*  aad  Beetvi  Cteik  (Gm») 

Hm4  FU»  sad  Beetvi  Ctoik  (Gnap) 

Chief  File  md  Becwihl  Ckik  <GvMip) 


FlNOIB  Peivt  Classiftino  : 

Juttor  Ftager  Pitet  Claariier 
Senler  Ftager  Pitet  Claariier 
Prlndpal  Fliiffer  Print  Claariier 
Hm4  FiBser  Prtait  Churifl«r 
Chief  Ffaiffer  Print  daieliler 

Mail  ajxd  Fom  Admimmtbation  : 

Prlndpel  Midi,  Flle^  end  Becetd  Oeifc 
Chief  Mail.  Ffle»  and  Beeeri  Gteifc  (Gnnp) 


Mail  Handling: 

Janler  MaU  Bevttns  Clerifc 
flentor  Mall  Bevttns  Oeik 
Principal  Mall  Bentlnff  aeifc  <GvMip) 

1 

Jmder  MaU  Dfapatahfnv  Cleih 
Senler  MaU  Dbpatahlnv  Cleifc 
Pitedpal  MaU  Dbpatahlnv  Gteifc  (Gtenp) 

k 

Hea4  MaU  Qeifc 
CUef  MaU  Cleik 

innler  DepartiMntal  Peetal  Cleifc 
Senler  DepartaMntal  Peetal  Oerfc 
Principal  Departaiental  Peetal  Clerfc 


DIGESTING   AND   RECORDING 


t         ( 


I'TTLB  OF  ClABS  : 

^^UNIOR  DIGEST  CLERK 

Specillcatioiis  of  Clmss  1   /  l) 

^\    Under  supervision,  to  brief  legal  or  other  documents  of  a  special  nature;  to 
search  records,  where  necessary.  In  order  to  make  a  careful  and  accurate  digest ; 

87 
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In  some  cases,  to  verify  the  work  of  recorders  engaged  In  making  permanent 
copies  of  the  briefs ;  and  to  perform  related  work  as  required. 

Examples:  Briefing  assignments  of  patents,  mortgages,  powers  of  attorney, 
letters  of  administration,  court  orders  and  decrees,  or  mergers  of  corporations. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  not  less  than  one  year's  experience  In  copying,  recording,  or  abstracting 
briefs  of  documents  or  papers  of  a  legal,  technical,  or  otherwise  special  or 
difficult  nature ;  familiarity  with  the  phraseology  involved  in  such  work ;  and 
power  of  exact  and  concise  expression. 


Lines  of  Promotion 
To :  Senior  Digest  Clerk. 

Compensation  for  Claso 

Annual:  $156M102M16dO 


TiTUB  OF  Class  : 

SENIOR  DIGEST  CLERK 

Speciflcatiottfl  of  Class  171 

Dntieo:  ^  •  ^ 

Under  general  supervision,  to  revise  the  briefs  of  Junior  Digest  Clerks,  and 
to  Instruct  them  In  their  work ;  to  supervise  a  small  group  of  recording  clerks 
engaged  in  copying  the  briefs  on  permanent  records;  to  brief  legal  or  other 
special  papers  as  required ;  to  act  tat  a  Principal  Digest  Clerk  In  his  absence ; 
and  to  perform  related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  not  less  than  two  years'  experience  as  a  Junior  Digest  Clerk ;  keen  perception 
and  sup^urvlsory  ability. 

Principal  Lines  of  Promotion 

From :  Junior  Digest  Clerk. 
To :  Principal  Digest  Clerk. 

Compenootion  for  Class 

Annual:  $18OO-^18(KK102a-|lO8O 


TrruB  OF  Class  : 

PRINCIPAL  DIGEST  CLERK 

Spocifications  of  Claso 
Duties: 

Under  direction,  to  supervise  and  instruct  a  force  of  digest  clerks  engaged  in 
briefing  legal  or  other  documents,  of  a  special  nature;  to  plan  and  direct  the 
work ;  to  revise  and  correct  briefs ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from*  high  school  and 
by  not  less  than  three  years'  experience  as  a  digest  clerk,  at  least  one  of  which 
shall  have  been  as  a  Senior  Digest  Clerk;  keen  perception  and  administrative 
ability. 

Principal  Lines  of  Promotion 

From :  Senior  Digest  Clerk. 

Compensation  for  Class 

Amiual:  $2(Mi(H2160-$2280^42400 
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TiTLB  OV  GLkBB  I 

JUNIOR  BECOBDER 

Sp«cificati«Bs  of  CkM  1  7.| 

Duties:  ^  •  " 

Under  immediate  soperyiaioii,  to  make  routine  entries  in  office  or  legal  records 
other  than  those  incidental  to  a  filing  system ;  to  have  IndiTidnal  responsihility 
for  the  accuracy  of  the  records;  and  to  perform  related  work  as  required. 

Examples:  Recording  aiq[>licati<ms  for  trade-marks  and  copyrights;  keeping 
a  record  of  the  migration  of  birds ;  recording  statistics  regarding  motor  trans- 
portation; maintaining  records  of  food  dealers  for  the  Food  Service  of  the 
Municipal  Health  Department ;  recording  statistics  of  municipal  water  service ; 
recording  receipts  and  deliveries  of  bills,  bonds,  stamps,  or  secnrltles;  record- 
ing spoilage  of  printers  at  the  Bureau  of  Engraving ;  recording  claims  to  copy- 
right under  the  various  classes  designated  under  the  copyright  law. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  hUfii  school ;  pref- 
erably some  previous  clerical  experience;  good  p^imanship;  accuracy  and  re- 
llabiUty. 

Principa]  Linea  of  Prsitrtm 

To:  Senior  Recorder. 

Compenaatioii  for  Claas 

Annual:  $114M1200-tl2eo 


TiTUE  OF  Class  : 

SENIOB  BECOBDEB  ^  ^  , 

1  /4 
Spedflcations  of  Class  -^ 

Duties: 

Under  supervision,  to  perform  responsible  and  important  work  on  office  or 
legal  records  other  than  tiiose  incidental  to  a  filing  system ;  to  exercise  limited 
supervision  over  the  work  of  other  recorders,  or  to  assume  the  duties  and  re- 
sponsibilities of  a  Principal  Recorder  during  his  absence;  and  to  perform 
related  w<Mrk  aa  required. 

Examples:  BegMering  interest  coupons  of  Liberty  bonds;  recording  Army 
purchases  or  sales;  making  card  records  of  bills;  making  Army  inventory  or 
requisition  cards ;  recording  vessel  movements ;  writing  record  cards  of  reserve 
officers  of  the  Navy;  recording  applications  for  patents  and  copyrights;  main- 
taining land  tract  records ;  making  records  of  pension  certificates  or  of  pension 
claims;  recording  claims  for -refund  or  abatement  of  taxes;  recording  crop  and 
other  agricultural  reports;  recording  reports  of  railroad  inq>ectors;  recording 
premium  payments  on  allotments  or  on  war-risk  insurance ;  posting  water  rent 
accounts. 

QuaMcatloiia: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
leas  than  one  year's  experience  and  proven  ability  in  recording  work;  some 
supervisory  ability;  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Recorder. 
To:  Principal  Recorder. 

Compensation  for  Class 

L4jinual:  $132041880^144(H|1G(X) 

(Title  op  Class  :  ^  ^ 

JPRINCIFAL  RECORDEB  1  i  0 

Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  the  work  of  a  group  of  recorders  or  personally 
to  perform  important  or  exceptionally  difficult  work  in  connection  with  office  or 
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legal  records  other  than  those  inddental  to  a  flUng  system ;  and  to  perform 
lated  work  as  required. 

Examples :  Keeping  complex  records  of  vessels  operating  for  the  Army  or  for 
the  Emergency  Fleet  Corporation ;  superrising  records  of  real  estate,  of  Liberty 
loan  bonds,  or  of  the  printing  of  currency;  supervising  records  of  the  burial 
of  soldiers  and  civilian  employees;  sopervising  the  recording  of  the  reports  of 
physical  examinations  for  the  Army;  supervirtng  the  recoil  of  car  distriba- 
tion;  sapervising  internal  revenue  records  or  pension  records;  supervising 
patent  records  or  the  records  of  official  orders ;  supervising  copyright  records ; 
preparing  authenticated  copies  of  the  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  responsible  clerical  and  recording  experience;  and  super- 
visory ability. 

Principal  Lines  of  Promotion 

From:  Senior  Recorder. 
To:  Head  Recorder. 

Conpeniation  for  Class 

Annual:  $ie20-f  16804174(^1800 


Tttlb  of  Clabb: 
HEAD  RECORDER 

Specifications  of  Class  1/6 

Duties: 

Under  general  supervision,  to  serve  as  assistant  to  the  diief  of  a  large 
division  the  function  of  which  is  to  maintain  office  or  legal  records  other  than 
those  incidental  to  a  filing  system;  to  relieve  him  of  administrative  detail; 
and  to  act  for  him  in  his  absence;  to  have  supervision  of  the  work  of  the 
recorders  in  a  section ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  liigh  school,  with 
special  training  in  law  and  by  not  less  than  four  years'  experience  in  record- 
ing work ;  administrative  ability ;  and  good  Judgment 

Principal  Lines  of  Promotion 

From:  Principal  Recorder. 
To:  Chief  Recorder. 

CompoBsation  for  Class 

Annual:  $1080-$2100-|2220-|2840 


Naiob  of  Gbottp  07  Classes  : 
CHIEF  RECORDER 

TrruB  OF  Typical  Classes  in  Qboup  : 

Chief  Recorder  (Copyrights)  177 

Chief  Recorder  (Patents)  ^  *  * 

Chief  Recorder  (Lsnd  Grants) 

Spedflcatlons  of  Classes  In  Group 
Dntiss: 

Under  general  direction,  to  have  supervision  of  a  large  division  the  function 
of  which  is  to  maintain  office  or  legal  records  other  than  those  incidental  to  a 
filing  system ;  to  apportion  work  and  handle  personnel  matters ;  to  decide  upon 
points  of  law  in  regard  to  the  records;  to  furnish  information  to  the  general 
public  in  connection  with  records ;  and  to  perform  other  related  work. 
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CoBUtton  QnalillcatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
special  training  in  law  and  by  not  less  than  five  years*  responsible  experience 
in  recording  work,  of  which  at  least  two  years  shall  have  been  in  the  special 
field;  good  Judgment  and  administrative  ability. 

Special  Qnalillcations: 

For  each  daas  in  the  group,  thorough  familiarity  with  the  law  involved,  and 
special  experience  in  the  maintenance  of  records  in  a  given  field,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Proaotloii 
From:  Head  Recorder. 

Compensation  for  daases  in  Group 

ADDual :  |27Oa-«288O-$S00O-t3120 


FILING. 


Tnuor  Olabb: 
UNDER  FILE  CLERK 

SpedAcatiivui  of  Class  1  7  /^ 

Duties:  J-  ^  ^ 

Under  immediate  supervision,  to  assort  and  arrange  papers,  index  cards, 
crofls-reference  sheets,  books,  samples,  or  other  office  records  for  filing;  to 
poncb  and  fasten  papers  to  fdlders  and  prepare  such  folders  for  the  files ;  and 
to  perform  otlier  simple,  related  work  as  required. 

Qoalificatloiis: 
Oommon-school  education;  and  accuracy. 

Principal  Lines  of  Promotion 

To:  Junior  File  and  Record  Clerk. 

Compensation  for  Class 

Annual :  tl06(MU4O-41200 


17  a 


T^mx  OF  Class: 

JUNIOR  FILE  AND  RECORD  CLERK 

Specifications  of  Class 

Duties: 

Under  supervision,  to  assort,  arrange,  prepare,  and  file  papers,  cards,  cross- 
reference  sheets,  books,  samples,  or  other  office  records;  to  extract  papers  or 
tolders  from  the  files;  to  charge  them  on  forms  prepared  therefor  or  to  make 
notations  thereon;  to  make  out,  usually  on  a  typewriter,  index  cards  or  cross- 
reference  sheets ;  and  to  perform  related  work  as  required. 

Qnalificatioiis: 

Oommon-school  and  preferably  high-school  education;  not  less  than  six 
months'  training  in  filing  in  an  office  or  in  a  school  where  filing  is  taught; 
and  preferably  knowledge  of  typewriting. 

Principal  Lineo  of  Promotfon 

f[rom:  Under  File  and  Record  Clerk. 
To:  Senior  File  and  Record  Clerk. 

Compensation  for  Class 
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Name  of  Gboxtp  of  Classes  : 

SENIOR  FILE  AND  RECORD  CLERK 

Titles  of  Ttpicai.  Classes  in  Qbo^op: 

Senior  File  and  Record  Clerk  (Adjutant  GeneraTs  Office,  War  Department)  * 

Senior  File  and  Record  Clerk  (Bureau  of  Pensions) 

Senior  File  and  Record  Oerk  (Bureau  of  War  Risk  Insurance)    .  ,     . 

Specifications  of  Classes  in  Group  X  u  ^^ 

Duties: 

Under  general  supervision,  to  exercise  independent  judgment  in  assorting^ 
classifying,  arranging,  and  filing  papers,  cards,  cross-reference  sheets^  books, 
samples,  or  otlier  office  records;  to  extract  papers  or  folders  from  ffies  for 
information  or  for  precedent  purposes  or  to  mklae  notations  thereon;  to  read, 
brief,  and  index  papers  and  search  the  files  for  re(]^ired  lnformatio&;  to  have 
charge  of  or  to  operate  a  tally  card  or  follow-up  file ;  in  some  cases,  to  review 
the  work  of  other  ffie  clerks ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training '  equivalent  to  that  represented  by  graduation  from  high  school 
and  by  not  less  than  one  year's  work  in  a  recognized  ffilng  or  library  school ; 
ability  to  instruct  others  and  supervise  their  work ;  and  preferably  knowiedee 
of  typewriting. 

Special  Qualifications: 

For  each  class  in  the  group,  famlllartty  with  the  classification  of  the  sub- 
ject matter  and  the  method  of  ffilng  In  the  office  where  the  work  is  performed^ 
as  Indicated  by  the  title  of  that  class. 

PxiBdiial  Linea  o£  PiomotinB 

From :  Junior  File  and  Record  Clerk. 

To :  Principal  File  and  Record  Clerk ;  Principal  Mail,  File  and  Racord  Clerk ; 
Senior  Mall  Routing  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $144(M1600^600 


Name  of  Group  of  Classes  : 

PRINCIPAL  FILE  AND  RECORD  CLERK 

Titles  of  Typical  Classes  in  Group  : 

Principal  File  and  Record  Clerk  (Adjutant  Geneiat**  Qace>  i  ^  ^. 

Principal  File  and  Record  Clerk  (Government  Printing  Office)      -^  ^-^ 
Principal  File  and  Record  Clerk  (Bureau  of  War  Risk  Insurance) 

Specifications  of  daases  in  Group 
Dtttieo: 

To  supervise  the  routing,  classifying,  Indexing,  cross-referencing,  searching, 
or  filing  of  papers,  cards,  books,  samples,  or  other  office  records  In  a  unit  or 
small  section  of  a  filing  division;  or  personally  to  execute  highly  specialized 
filing  work  In  a  small  office;  and  to  perform  other  related  work. 

Examples:  Operating  a  subject  file  in  a  technical  office  where  knowledge  of 
technical  nomenclature  is  required;  classifying,  indexing,  or  searching' the 
ffies  of  an  office  where  special  training  is  required ;  Installing,  Inspecting,  and 
operating  special  ffie  systems  for  statistical  and  recording  purposes. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school :  and 
not  less  than  two  years'  successful  experience  in  filing  work. 

Special  Qualifications: 

For  each  class  in  the  group,  good  general  knowledge  of  the  classification  of 
the  subject  matter  and  the  method  of  filing  in  the  office  where  the  work  Is  per- 
formed, as  indicated  by  the  title  of  that  class. 
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Principal  Lines  of  Promotion 

From:  Senior  File  and  Record  Clerk. 
To :  Head  File  and  Record  Clerk. 

Compensation  for  Classes  in  Gronp 

Annual:  |174a-$1800-$180M1920 


Name  of  Gboxtp  of  Glasses  : 

BEAD  FILE  AND  RECORD  CLERK 

Trn-Es  OF  Typical  Ci^asses  in  Gboup  :  1  S  -^ 

Head  FUe  and  Record  Oerk  (Adjutant  General's  OiBce) 
Head  FOe  and  Record  Clerk  (Bnrean  of  Ordnance,  Nary  Department) 
Head  FUe  and  Record  Clerk  (Office  of  Treasnrer  of  United  States) 

Specifications  of  Classes  in  Gronp 
Dvtics: 

To  supervise  and  be  responsible  for  the  operation  of  a  large  filing  section,  or 
a  small  division  or  to  act  as  principal  assistant  to  a  Chief  Mail,  File  and  Kec- 
(ird  Clerk  in  a  large  bureau  or  a  department ;  to  instruct  file  clerks  in  the  pre- 
paring, routing,  searching,  calssifying,  indexing,  charging,  and  filing  of  papers, 
cards,  hooks,  samples,  or  other  office  records ;  to  handle  personnel  matters ;  to 
render  decisions  as  to  filing  dasslflcations ;  and  personally  to  perform  special 
or  complicated  work  in  connection  with  the  flies. 

Common  QnaMcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  experience  in  work  equivalent  to  that  of  a  Principal  File 
Clerk ;  and  supervisory  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  classification  of 
the  subject  matter  and  the  method  of  filing  in  the  office  in  which  the  work  is 
performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Principal  File  and  Record  Clerk ;  Principal  Mail,  File  and  Record  Clerk. 
To:  Chief  File  and  Record  Clerk;  Chief  Mail,  File  and  Record  Clerk. 

Compensation  for  Classes  in  Group 

Aonoal:  $2040-$2160-$228M2400 


Nams  of  Group  of  Classes  : 

CHIEF  FILE  AND  RECORD  CLERK 

1c ,  '^ 

Chief  File  and  Record  Clerk  (Adjutant  GeneraPa  OiPce) 

Chief  FUe  and  Record  Clerk  (Bureau  of  Navigation,  Navy  Department) 

Cluef  File  and  Record  Clerk  (Bureau  of  Internal  Revenue) 

SpedficatioBS  of  Claaaes  in  Group 
Duties: 

To  have  complete  charge  of  a  large  filing  division  and  be  responsible  for 
ntuting,  classifying,  indexing,  filing,  searching,  charging,  and  other  necessary 
operations ;  to  install  new  filing  systems  as  may  be  needed  and  to  devise  short 
<nits  and  other  methods  for  farthering  the  accuracy  and  diq;)atch  of  the 
'''(ffk  of  the  office;  and  to  supervise  the  personnel  of  the  division  and  see 
that  proper  instructions  are  i^ven  in  all  branches  of  the  work. 
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Common  Qoallficatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  acbool; 
three  years*  filing  experience,  or  one  year's  experience  in  work  equivaleuC  to 
that  of  a  Head  File  Clerk;  and  proven  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  classiflcatioa  of  the 
subject  matter  and  the  method  of  filing  in  the  ofilce  where  the  work  is  per- 
formed, as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Head  File  and  Record  Clerk. 

Compensation  for  Classes  in  Group 

Annual :  $24d0-$2580-$270a-$2820 


FINGER   PRINT   CLASSIFYING 


TrrLE  OF  Ci^ASs: 

JUNIOR  FINGER  PRINT  CLASSIFIER 

Specifications  of  Class  -4  n  • 

Daties:  i0  4^ 

Under  immediate  .supervision,  to  perform  routing  work  in  connection  with 
classifying,  assorting,  filing,  and  searching  of  finger  print  identification  records; 
and  to  perform  related  clerical  work  as  required. 

Examples:  Searching  and  filing  identification  records;  writing  records; 
assisting  In  the  preliminai^'  examination  of  finger  prints. 

Qualifications: 

Common  school  and  preferably  high  school  education;  not  less  thao  six 
months*  training  in  finger  print  classification ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

To :  Senior  Finger  Print  Classifier. 

Compensation  for  Class 

Annual:  $126Ml32a-«1380 


185 


TlTTJC  OF  ClASS : 

SENIOR  FINGER  PRINT  CLASSIFIER 

Specifications  of  Class 
Dntioo: 

Under  general  supervision,  to  exercise  independent  judgment  in  connection 
with  the  examination,  classification,  filing,  searching,  and  verification  of 
finger  print  classification  records;  and  to  perform  related  work  as  required. 

Examples:  Making  preliminary'  examinations  of  finger  prints  *  and  classify- 
ing them ;  checking  the  classification  numbers  or  the  filing  of  records ;  search- 
ing the  files  and  comparing  finger  prints ;  occasionally  reexamining  Uie  classi- 
fication made  by  other  classifiers ;  acting  for  a  Principal  Finger  Print  Clai^^l- 
fier  during  his  absence. 

Qualifications; 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  and  ability  In  finger  print  classification 
work,  preferably  as  a  Junior  Finger  Print  Classifier ;  and  good  eyesight 

Principal  Lines  of  Promotion 

From :  Junior  Finger  Print  Classifier. 
To :  Principal  Finger  Print  Classifier. 

Compensation  for  Clasa 

Annual:  n44O-$1500-«1660 


I 
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TiTLB  OF  Glass  : 

PRINCIPAL  FINGER  PRINT  CLASSIFIER 

Specifications  of  Class  1  kr^ 

Duties:  ^^'^ 

UDder  general  direction,  to  supervise  the  work  of  a  section  of  a  finger  print 
identification  division,  or  to  perform  advanced  technical  work  in  connection 
with  snch  classification  work;  to  check  and  review  the  work  of  others,  and 
instruct  them  in  its  more  difficult  phases;  and  to  perform  other  related  work. 

Examples:  Supervising  and  instructing  a  group  of  employees  engaged  in 
dassifsring,  filing,  or  searching  finger  print  records;  distributing  and  collect- 
ing work;  deciphering  doubtful  and  intricate  patterns;  marking  patterns;  re> 
viewing  or  volfying  classification  work;  rendering  technical  decisions. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  experience  and  proven  technical  ability  in  finger  print 
dassilfication ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From:  Senior  Finger  Print  Classifier. 
To:  Head  Finger  Print  Classifier. 

Compensation  for  Class 

Annual:  $168an$174O-$1800-418e0 


TnxB  OF  CLA.SB : 

HEAD  FINGER  PRINT  CLASSIFIER  _ 

Specifications  of  Class  JL  O  ^ 

Duties: 

Under  direction,  to  assist  in  the  supervision  of  a  large  finger  print  identifica- 
tion division,  or  personally  to  be  responsible  for  the  work  of  a  section  engaged 
in  difficult  or  advanced  phases  of  classification  and  identification;  to  assign 
work  and  instruct  employees;  to  make  final  checks  of  the  classification  of 
linger  prints ;  to  search  difficult  cases ;  and  to  perform  other  related  work. 

Qulifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years'  experience  and  exceptional  ability  as  a  finger  print 
dasslfier;  and  good  eyesight 

Principal  Lines  of  Promotion 

From:  Principal  Finger  Print  Classifier. 
To :  Chief  Finger  Print  Classifier. 

Compensation  for  Class 

Annual :  $1080-|204<K42100-|2160 

TniE  or  Qlabb  : 

CHIEF  FINGER  PRINT  CLASSIFIER 

Spedflcations  of  Ckaa  1  (^  d 

Diitiss: 

To  have  responsible  charge  of  a  large  finger  print  identification  division ;  to 
superintend  and  be  responsible  for  the  work  of  classifying  and  reviewing  the 
dasaiflcation  of  finger  prints  and  of  filing  and  searching  finger  print  work;  to 
improve  or  elaborate  the  classification  system ;  to  instruct  the  personnel  of  the 
division ;  to  supervise  the  preparation  of  identification  tags ;  to  install  methods 
for  furthering  the  accuracy  and  dispatch  of  the  work;  to  conduct  the  cor- 
respondence of  ttie  division ;  and  to  perform  other  related  work. 
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Qnalificatioiu: 

Training  equivalent  to  that  represented  by  graduation  from  tdg^  sdiool  and 
preferably  by  college  graduation ;  not  less  than  five  years'  successful  experience 
in  finger  print  classification ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From :  Head  Finger  Print  Classifier. 

Compensation  for  Class 

Annual:  $2280-^i;40O-«262(>-92640 


MAIL  AND  FILE  ADMINISTRATION 


Title  of  Class: 

PRINCIPAL  MAIL,  FILE   AND  RECORD  CLERK  i  ^^  O 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  be  responsible  for  opening,  reading,  routing, 
dispatching,  classifying.  Indexing,  and  filing  mail  in  a  small  Qovemment  organi- 
zation where  the  responsibility  for  such  functions  is  vested  in  one  position; 
in  some  cases,  to  supervise  the  work  of  a  few  assistants  engaged  In  such  work ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years*  successful  experience  in  the  handling  and  filing 
of  mail. 

Principal  Lines  of  Promotion 

It'rom:  Senior  File  and  Record  Clerk;  Senior  Mail  Dispatching  Clerk;  Senior 

Mall  Routing  Clerk. 
To:  Head  Mail  Clerk;  Head  File  and  Record  Qerk. 

Compensation  for  Class 

Annual:  (192(>-^198(M2(>4O-$2100 


Name  of  Qboup  of  Classes: 

CHIEF  MAIL,  FILE  AND  RECORD  CLERK 

Titles  of  Typioal  Classes  in  Gboxtp  : 

Chief  Mail,  File  and  Record  Clerk  (Bureau  of  Ordnance,  Navy  Department) 

Chief  Mail,  File  and  Record  Clerk  (Adjutant  Gcnerars  Office)        1  O  i) 

Specifications  of  Classes  in  Group 
Dntieo: 

To  exercise  responsible  supervision  over  a  combined  mail  and  file  divisiou 
of  a  large  bureau  or  of  a  d^artment;  to  devise  methods  for  the  expeditious 
conduct  of  the  work,  including  the  opening,  reading,  routing,  distributing,  dis- 
patching, and  collecting  of  mail,  and  the  installation  and  maintenance  of  filing 
systems,  including  indexing,  routing  and  searching ;  and  to  perform  other  related 
work. 

Common  Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  experience  in  a  mail  and  file  division,  of  which  at  least 
one  year  shall  have  been  as  a  Head  Mail  or  a  Head  File  Clerk ;  and  proven 
administrative  ability. 
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Special  Qualifications: 

For  each  class  in  the  group,  intimate  working  knowledge  of  the  mail,  file, 
and  record  system  of  the  office  in  which  the  work  is  performed,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Iirom:  Head  Mail  Clerk;  Head  File  and  Record  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $252O-$2e4O-|27e0-«2880 


MAIL  HANDLXNG 


l^TLE  OF  Cuiss: 

JUNIOR  MAIL  ROUTING  CLERK 

Specifications  of  Class  1  ^)  j 

Duties:  -^  "^^  ^ 

Under  immediate  supervision,  to  perform  simple  routine  work  in  connection 
with  the  receipt  and  distribution  of  incoming  mail. 

Examples:  Getting  mail  from  the  central  distributing  agency  or  depart- 
mental post  office;  assorting  it  into  classes,  openbig,  counting,  and  preparing 
it  for  reading  and  routing ;  time  stamping ;  keeping  records  of  receipt  of  mail ; 
assorting  and  delivering  personal  mail;  receiving  and  listing  registered  mail; 
assisting  occasionally  in  the  dispatching  of  mail. 

Qaalifications: 

Common-school  education;  preferably  some  exi>erience  in  a  mail  division; 
adaptability  and  quick  perception. 

Principal  Lines  of  Promotion 

Tu:  Senior  Mail  Routing  Clerk;  Senior  Mail  Dispatching  Clerk. 

Compensation  for  Class 

Annual:  $1200-^12e0-$1320 

Title  of  Class  : 

SENIOR  MAIL  ROUTING  CLERK  .  ^.  ^ 

Specifications  of  Class  JL  tf  .w 

Duties: 

Under  supervision,  to  open  and  read  Incoming  mail  and  route  it  to  the  proper 
office  or  person  for  action;  to  keep  necessary  records  thereof;  in  some  cases  to 
dispatch  mail ;  and  to  perform  related  work  as  required. 

Examples :  Reading  and  routing  mail  for  action  in  a  large  bureau  or  office ; 
reading  and  distributing  mail  in  a  section  for  action  by  individual  clerks; 
"outing  telegrams,  cables,  or  radiograms  to  the  proper  office  or  desk  and  keep- 
Qg  necessary  records  thereof ;  reading  mail,  making  brief  synopses  of  contents 
and  attaching  them  to  the  letters ; '  reading  mail,  making  extracts  therefrom 
and  routing  it  to  other  sections  for  further  action ;  dispatching  mail  a  part  of 
the  time ;  conducting  a  small  filing  system  in  connection  with  a  mail  desk ;  keep- 
ing records  of  money  or  valuables  received  in  mail,  or  registered  mall. 

Qualifications: 

Training  equivalent <to  that  represented  by  graduation  from  high  school;  not 
less  than  one  year's  general  office  work,  including  at  least  six  months'  ex- 
perience in  a  mail  or  a  file  section ;  good  judgment  and  keen  perception. 

Principal  Lines  of  Promotion 

From:  Junior  Mall  Routing  Clerk;   Senior  Mail  Dispatching  Clerk;   Senior 

File  and  Record  Clerk. 
To:  Principal  Senior  Mail  Routing  Clerk;  Principal  Mail,  FUe  and  Record 

Clerk. 

Compensation  for  Class 

Annual:  |1440-$150a-|1660 
16491^-20— FT  2 7 
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Name  of  Group  of  Classes  : 
I  PRINCIPAL  MAIL  ROUTING  CLERK 

I  Titles  of  Typical  Classes  in  Group: 


19o 


Principal  Mail  Routing  Clerk  (Bureau  of  War  Risk  Insurance) 

Principal  Mail  Routing  Clerk  (Bureau  of  Plant  Industry) 

Principal  Mail  Routing  Clerk  (Bureau  of  Foreign  and  Domestic  Commerce) 

Specifications  of  Classes  in  Group 

Duties: 

To  open,  read,  and  route  incoming  mall,  requiring  an  Intimate  Itnowledge  of 
the  functions  of  various  sections  of  a  l)ureau  of  office,  or  to  supervise  the  work 
of  a  small  working  group  of  clerks  of  lower  rank  engaged  in  reading  or  routing 
mail ;  and  to  perform  related  w^ork  as  required. 

Examples:  Acting  as  a  supervisor  in  a  large  mall  routing  organization; 
having  charge  of  a  mail  desk,  handling  both  incoming  and  outgoing  mail,  in  a 
small  organization ;  instructing  subordinates  in  methods  of  routing  mail ;  rout- 
ing telegrams,  cables,  or  radiograms  and  keeping  records  thereof;  answering 
requests  for  Information  about  mail. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
not  less  than  one  year's  experience  in  mail  routing,  of  which  at  least  six  months 
shall  have  been  as  Senior  Mail  Routing  Clerk. 

Special  Qualifications: 

For  each  class  in  the  group.  Intimate  knowledge  of  the  activities,  organiza- 
tion, and  personnel  of  the  department,  bureau,  or  office  In  which  the  work  is 
performed,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Senior  Mall  Routing  Clerk. 
To :  Head  Mall  Clerk. 

Compenaation  for  Claases  in  Group 

Annual:  $ie20-|1680-$1740-^1800 


Title  of  Class  : 

JUNIOR  MAIL  DISPATCHING  CLERK 

Specifications  of  Class  ±^f"^ 

Duties: 

Under  Immediate  supervision,  to  perform  simple  routine  work  In  connection  j 
with  the  preparation  and  dispatching  of  outgoing  mail.  J 

Examples:  Assembling,  folding,  inserting  In  envelopes,  or  sealing,  letters, 
mimeographed  or  printed  circulars  and  bulletins,  checks,  receipts,  questionnaires 
or  forms;  addressing  envelopes  by  hand  or  on  typewriter;  assorting  or  bun- 
dling mall  for  mailing;  stripping  carbons  from  letters;  listing  outgoing  mail; 
copying  mall  by  letter  press ;  verifying  addresses  on  envelopes ;  sealing  or  pre- 
paring registered  mall  for  mailing. 

Qualifications: 

Common-school  education ;  preferably  some  experlence.in  mailing  work ;  and 
quickness. 

Principal  Lines  of  Promotion 

# 

To :  Senior  Mall  Dispatching  Clerk. 

Compensation  for  Class 
Annual:  $114M1200-$1260 
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TiTLB  OF  Class: 

SENIOR  MAIL  DISPATCHING  CLERK 

Specifications  of  Class  i  (]  "i 

Duties:  ^  •^  '^ 

Uoder  general  supervision,  to  assemble,  verify,  keep  necessary  records  of  the 
dispatch  of,  and  mail  out,  routine  outgoing  mail  matter ;  and  to  perform  other 
related  work  as  required. 

Examples:  Mailing  confirmations  of  telegrams,  checks,  warrants,  bulletins, 
circulars,  copies  of  patents ;  verifying  and  preparing  bonds  for  mailing ;  keeping 
lists  of  addresses  corrected  and  readdressing  and  forwarding  mall  by  these 
lists;  keying  records  of  registered  mail  or  accounts  of  postal  use;  searching 
directories  or  correspondence  for  correct  addresses  on  returned  mail  and  re- 
mailing  same. 

QnalificatMHis: 

Common  school  education ;  not  less  than  six  months*  successful  experience  iu 
a  mailing  section ;  accuracy  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Junior  Mail  Dispatching  Clerk ;  Junior  Mail  Routing  Clerk. 

To:  Principal  Mail  Dispatching  Clerk;  Principal  Mail,  File  and  Record  Clerk; 

Senior  Mail  Routing  Clerk. 

Compensation  for  Class 

Annual:  $12eM>-|132M1380 


\ 


Name  of  Gboup  of  Classbb  : 

PRINCIPAL  MAIL  DISPATCHING  CLERK  -I  O  '  ^ 

Principal  Mail  Dispatching  Clerk  (Adjutant  General's  OflSce,  War  Department) 
Principal  Mail  Dispatching  Clerk  (Boreaa  of  Navigation,  Navy  Department) 
Principal  Mail  Dispatching  Clerk  (Bnreaa  of  War  Risk  Insurance) 

Specifications  of  Classes  in  Group 
Duties: 

To  assemble,  verify,  route,  or  send  out  mail  requiring  for  its  dispatch  aD 
intimate  knowledge  of  departmental  or  military  service  regulations  affecting  the 
ronting  of  mail,  or  to  supervise  the  work  of  a  small  number  of  clerks  of  lower 
rank  engaged  in  routine  dl^atching  of  mail;  and  to  perform  related  work  as 
Kqnired. 

Examples:  Routing  mail  through  proper  military  channels;  keeping  records 
of  the  dispatch  of  outgoing  mall;  supervising  the  work  of  a  clerk  or  clerks 
engaged  in  readdressing  and  forwarding  mail  or  in  filling  envelopes  with  cir- 
cular matter  for  mailing. 

ComiBon  Qomlificationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  recqponsible  experience  in  mailing  work;  supervisory  abil- 
ity; accuracy  and  good  Judgment. 

Special  Qualifications: 

For  each  class  in  the  group,  intimate  knowledge  of  the  activities  and  the 
regulations  affecting  the  routing  of  mall  In  the  office  In  which  the  work  ia 
performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Senior  Mail  Dispatching  Qerk. 
To:  Head  Mail  Clerk. 

Compensation  for  Classes  in  Group 

Annual :  $150M162(>-|1680-|1740 


■i 
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Title  of  Class  : 

HEAD  MAIL  CLERK  ^ 

Spedfications  of  Class  \\j  i 

Duties: 

To  supervise  the  work  of  mail  routing  clerks,  mail  dispatching  clerks,  and 
other  employees  engaged  in  the  opening,  reading,  routing,  collection,  and  dis- 
patching of  mail  or  telegrams ;  to  keep  necessary  records  of  such  work ;  -to 
propose  and  carry  out  plans  for  the  expeditious  handling,  collection,  distribu- 
tion, or  dispatching  of  mail  or  telegrams ;  and  to  perform  other  related  work. 

Examples:  Supervising  a  section  in  a  large  mail  unit;  serving  as  principal 
assistant  to  the  head  of  a  small  division  or  a  combined  mail,  file  and  record  divi- 
sion of  a  large  bureau  or  a  department ;  supen'lsing  a  large  section  engaged  in 
sending  out  mall  of  various  kinds,  such  as  bonds,  checks,  and  premium  receipts. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
not  less  than  two  years'  successful  experience  in  mail  work,  of  which  at  least 
one  year  shall  have  been  as  Principal  Mail  Routing  or  Mall  Dispatching  Clerk. 

Principal  Lines  of  Promotion 

From:  Principal  Mail  Dispatching  Clerk;  Principal  Mail  Routing  Clerk;  Prin- 
cipal Mail,  File  and  Record  Clerk. 
To:  Chief  Mail  Clerk;  Chief  Mail,  File,  and  Record  Clerk. 

Compensation  for  Class 

Annual:  $18eO-$192M198a-$2(M0 


Title  of  Class: 

CHIEF  MAIL  CLERK  1  ^^  R 

Specifications  of  Class 
Duties: 

To  exercise  responsible  supervision  over  a  large  or  complex  mall  routing  and 
mail  dispatching  organization,  such  as  the  mall  division  of  a  large  bureau  or  a 
department;  to  devise  methods  for  the  expeditious  handling  of  mail  and  tele- 
grams, including  opening,  reading,  distributing,  dispatching,  record  keeping,  and 
collecting;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  experience  in  a  mail  division,  of  which  at  least  one  year 
shall  have  been  as  a  Head  Mail  Clerk  or  two  years  as  a  Principal  Mail  Routing 
Clerk ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Head  Mail  Clerk. 

Compensation  for  Class 

Annual:  $210a-$2220-$2340-$2460 


199 


Title  of  Ct-ass: 

JUNIOR  DEPARTMENTAL  POSTAL  CLERK 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  general  routine  work  in  connection  with  han- 
dling mail  in  the  post  office  of  a  department  or  a  large  independent  establish- 
ment or  bureau ;  to  assist  in  the  distribution  of  incoming  and  outgoing  mail ;  and 
to  perform  related  work  as  required. 
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Exjjnples:  Getting  mall  from  the  post  office  and  assisting  in  Its  primary  dis- 
tribution to  bureau  or  department  mail  rooms;  sorting,  handling,  and  sacking 
mail  for  delivery  to  the  city  post  office;  signing  for  or  assisting  in  checking 
registered  mail. 

Qnalifieations: 

CJommon  school  education ;  preferably  some  experience  in  postal  work  and  a 
slight  knowledge  of  postal  regulations. 

Principal  Lines  of  Promotion 

To :  Senior  Departmental  Postal  Clerk. 

Compensation  for  Class 

Annual:  $106(M1140-$1200 


20'» 


Title  of  Class: 

SENIOR  DEPARTMENTAL  POSTAL  CLERK 

Specifications  of  Class 
Duties: 

To  perform  general  work  in  connection  with  handling  mail  In  the  post  office 
of  a  smaller  department  or  other  independent  establishment,  or  of  a  bureau. 

Examples:  Making  a  primary  dlstribucioii  of  Incoming  mall;  routing  out- 
going mail  to  the  city  post  oflice;  cliecking  and  keeping  records  of  registered 
mail. 

Qnalifieations: 

Common-school  education ;  not  less  than  one  year's  practical  experience  and 
ability  in  handling  mail ;  and  working  knowledge  of  postal  regulations. 

Principal  Lines  of  Promotion 

From :  Junior  Departmental  Postal  Clerk. 
To:  Principal  Departmental  Postal  Clerk. 

Compensation  for  Class 

Annual:  $1260^1320-$1380 


Title  of  Class: 

PRINCIPAL  DEPARTMENTAL  POSTAL  CLERK 

Specifications  of  Class  301 

Dnties: 

To  exercise  responsible  supervision  over  a  large  departmental  post  office; 
to  devise  efficient  methods  for  the  distribution  of  incoming  mail  and  for  the 
wllection  and  dispatch  of  outgoing  mall  to  the  city  post  office;  In  some  cases, 
to  direct  the  work  of  assistants;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  practical  experience  and  ability  in  handling  mail ;  fa- 
miliarity with  postal  laws  and  regulations;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Departmental  Postal  Clerk. 

Compensation  for  Class 

Annual:  $1620-^ie80-$174(M1800 


7.  THE  MESSENGER  SERVICE 


This  service  includes  classes  of  positionSj  the  duties  of  which  are  to  supervise 
or  to  perforin  work  such  as  running  errands,  delivering  messages,  and  direct- 
ing visitors,  or  other  miscellaneous  office  work  of  a  suh-clerical  grade, 

Jvnior  Mesa«nffer 
Motoreyd*  Menenyr 
Senior  Meuen^er 
Principal  Meucnrer 
Chief  Meuenffer 


Title  of  Glass: 
JUNIOR  MESSENGER 

Specifications  of  Class  (i\Jtd 

Duties: 

To  run  errands  and  to  perform,  under  supervision,  the  simplest  routine  office 
•work;  and  to  perform  related  work  as  required. 

Examples:  Delivering  messages,  documents,  or  other  papers  in  an  office, 
or,  on  a  bicycle  to  various  buildings ;  sorting  mail ;  operating  an  office  appliance, 
such  as  a  sealing  machine,  a  numbering  machine,  or  a  mimeograph;  assisting 
in  the  dusting  of  desks  and  the  filling  of  water  coolers. 

Qualifications: 

Common-school  education ;  age  of  at  least  sixteen  years ;  alertness  and  neat- 
ness in  personal  appearance. 

Principal  Lines  of  Promotion 

To:  Senior  Messenger;  Motorcycle  Messenger. 

Compensation  for  Class 

Annual:  $720^780 

Title  of  Class: 
MOTORCYCLE  MESSENGER 

Specifications  of  Class  c%  n  '^ 

Duties:  d\JO 

To  deliver,  under  supervision,  messages,  books,  papers,  or  similar  articles 
by  motorcycle ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  proven  ability  and  not  less  than  three  months' 
practical  experience  in  the  operation  and  care  of  a  motorcycle;  age  at  least 
sixteen  years;  trustworthiness;  mechanical  aptitude. 

Principal  Lines  of  Promotion  .( 

From:  Junior  Messenger. 
To:  Principal  Messenger. 

Compensation  for  Class 

Annual:  $9e(>-$102(>-^1080 
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Title  of  Class: 
SENIOR  MESSENGER 

Specifications  of  Class  204 

Duties: 

To  run  errands  and  to  perform,  under  supervision,  routine  messenger  and 
office  work,  largely  of  a  confidential  nature ;  and  to  perform  related  work  as 

required. 

Examples :  Receiving  and  delivering  important  books,  papers,  and  messages ; 
receiving,  directing,  and  conducting  callers;  occasionally  guiding  visitors  and 
sight-seers  and  explaining  points  and  objects  of  interest ;  collecting  or  distribut- 
ing assorted  mail  or  files ;  carrying  money,  checks,  or  currency  to  banks  or  to  the 
Treasury  Department;  performing  simple  clerical  work  such  as  filing  or  press- 
copying  by  hand,  or  sorting  and  assembling  mimeographed  sheets;  assisting 
in  dusting  desks  and  filling  water  coolers. 

Qualifications: 

Common-school  education ;  not  less  than  one  year's  satisfactory  service  as  a 
messenger;  age  of  at  least  eighteen  years;  proven  ability  to  handle  matters 
reqairing  discretion;  trustworthiness  and  good  address. 

Principal  Lines  of  Promotion 

From:  Junior  Messenger. 

To :  Chief  Messenger ;  Principal  Messenger. 

Compensation  for  Class 

Annual :  $960-$102a-$1080-41140 

Title  of  Class:. 

PRINCIPAL  MESSENGER  205 

Specifications  of  Class 
Duties: 

Coder  direction,  to  exercise  supervision  over  a  group  of  messengers  em- 
ployed in  a  subdivision  of  a  department  or  other  Qovemment  establishment 
or  personally  to  do  special  or  Important  messenger  work ;  and  to  perform  re- 
lated work  as  required. 

Qnalifications: 

Common-school  education;  not  less  than  one  year's  satisfactory  service  as  a^ 
Senior  Messenger,  or  its  equivalent;  supervisory  ability,  good  address,  and 

firmness. 

Principal  Lines  of  Promotion 

From:  Senior  Messenger;  Motorcycle  Messenger. 
To:  Chief  Messenger. 

Compensation  for  Class 

Annual :  $1200-f  1260-$132<M1380 


Title  of  Class: 

CHIEF  MESSENGER  ^  ,     . 

^  Specifications  of  Class  ^UO 

Duties: 

Under  general  direction,  to  be  in  responsible  charge  of  a  numerous  force  of 
messengers,  and,  in  some  cases,  of  laborers  and  charwomen,  serving  a  large 
administrative  unit;  and  to  perform  related  work  as  required. 

Examples :  Assigning  messengers  to  their  stations ;  supervising  the  collection 
or  mail ;  arranging  for  the  prompt  dispatch  of  "  rush  "  communications ;  super- 
vising and  keeping  the  time  of  a  char  force. 
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Qualifications: 

Common-school  education;  not  less  than  one  year's  satisfactory  service  a 
a  Principal  Messenger,  or  two  years'  satisfactory  service  as  a  Senior  Messengei 
or  equivalent ;  proven  supervisory  ability  ^of  a  high  order ;  good  address  an< 
firmness. 

Princiiial  Lines  of  Promotion 

From :  Principal  Messenger ;  Senior  Messenger. 

Compensation  for  Class 

Annual:  $144O-$160(>-$106O-|1620 


8.  THE  MISCELLANEOUS  CLERICAL  SERVICE 


This  service  includes  classes  of  clerical  positions^  tvhich  can  not  well  he  placed 
in  one  of  the  other  designated  cla^ical  services,  either  Itecause  the  duties 
involved  are  different  or  unique,  or  because  they  arc  complex  and  come  in 
part  within  various  clerical  services. 

« 

Clsrical  Wobk,  Miscxllaneous  : 
Under  Clerk  ' 
Juiior  Clerk 
Senior  Clerk 
Principal  Clerk  (Group) 

Counting  : 

Under  Covnter 
Jvnior  Coanter 
Senior  Counter 
Principal  Covntor 
Chief  Covnter 

Dead  LiBitbr  Disposal: 
Dead  Letter  Clerk 
Principal  Dead  Letter  Clerk 

■ 

I  VBBirXCATION  OB  Chbckinq  : 

Jvnior  Verifler 
Senior  Verifier 
Principal  Verifier 


CLERICAL  WORK,  MISCELLANEOUS 


Title  of  Class  : 
UNDER  CLERK 


Specifications  of  Class 


tspeciucaLiouB  oi  ^lass  O  A  '^ 

Duties:  4U1 

Under  Immediate  supervision,  to  perform  the  simplest  routine  clericul  work 
of  a  general  or  a  miscellaneous  nature,  as  required. 

Examples :  Opening  and  stamping  mall ;  distributing  blank  forms,  procuring 
and  delivering  supplies ;  addressing  and  stuffing  envelopes ;  operating  numbering 
and  dating  machines ;  rubber  stamping  papers  and  documents ;  answering  tele- 
phone calls;  performing  simple  work  in  connection  with  sorting  money  orders, 
checks  or  papers. 

Qiialificatioiifl: 

Common  school  education ;  and  clerical  aptitude. 

Principal  Lines  of  Promotion 

From :  Junior  Messenger. 
To:  Junior  Clerk. 

Compensation  for  Class 

Annual:  $1080-$114a41200-^1260 


Title  of  Class  : 

JUNIOR  CLERK 

Specifications  of  Class  2  0  O 

■Liiiuesi 

Under  immediate  supervision,  to  perform  general  clerical  work  of  a  routine 
nature,   requiring   familiarity    with    general    clerical    methods,    but    requiring 
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Title  or  Class  : 
SENIOR  COUNTER 


Specifications  of  Class  O  ]   -^ 


Duties: 

Under  supervision,  to  verify  the  previous  Government  count  of  used  cur- 
rency ;  to  count  and  sort  bonds,  stamps,  and  other  securities  or  certificates ; 
to  count  used  national  bank  currency  and  to  sort  it  by  groups  to  States 
and  towns;  to  count  and  sort  used  Federal  Reserve  currency  to  banks  of 
Issue;  to  be  responsible  for  errors  in  count  and  assortment,  and  for  the 
detection  of  counterfeits  and  raised  notes;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common  school  education;  not  less  than  two  years'  successful  experience 
as  a  Junior  Counter  or  in  handling  money  or  securities  in  a  financial  insti- 
tution ;  honesty ;  and  quickness  of  hand  and  eye. 

Principal  Lines  of  Promotion 

From:  Junior  Counter. 

To :  Principal  Counter ;  Junior  Teller. 

Compensation  for  Class 

Annual:  $132(>-$138(M1440 


Title  of  Class: 
PRINCIPAL  COUNTER 

Specifications  of  Class  9  t  d 

Duties:  4. -L  *t 

Under  supervision,  to  ^  perform  highly  responsible  or  important  work  in 
connection  with  the  counting  of  currency  in  the  Treasury  of  the  United 
States,  and  related  work  as  required. 

Examples:  Counting  and  assorting  original  remittances  of  used  currency 
from  outside  sources ;  verifying  and  counting  used  national  bank  currency, 
and  sorting  it  to  bank  of  issue;  directing  the  w^ork  of  a  small  section  of 
counters  and  sorters;  examining  mutilated  and  burned  currency  to  deter- 
mine its  redemption  value;  being  responsible  for  the  detection  of  errors  in 
count  and  assortment,  and  of  raised,  pieced  and  counterfeit  currency. 

Qualifications: 

Common  school  education;  not  less  than  two  years*  experience  as  a  Senior 
Counter  or  equivalent  experience  acquired  in  a  financial  institution;  super- 
visory ability ;  honesty ;  and  quickness  of  hand  and  eye. 

Principal  Lines  of  Promotion 

From:  Senior  Counter. 

To :  Chief  Counter ;  Senior  Teller. 

Compensation  for  Class 

Annual:  $1560-$1620-$1680-$1740 


Title  of  Class  : 
CHIEF  COUNTER 

Specifications  of  Class  ^  ±  0 

Duties: 

Under  general  direction,  to  supervise  the  work  of  a  large  group  of  counters 
of  money  and  securities  in  the  Treasury  of  the  United  States;  to  direct  the 
distribution  of  the  work;  to  be  responsible  for  large  sums  of  money  or 
securities;  to  decide  as  to  tlie  redemption  value  of  mutilated  currency;  and 
to  perform  other  related  work. 
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Qralificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  by  a  business  education,  with  a  knowledge  of  banking  methods  and 
procedure;  not  less  than  three  years*  experience  as  a  Principal  Counter  or 
equivalent  experience  acquired  In  a  financial  Institution;  administrative  abil- 
ity; lionesty  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Principal  Counter. 
To:  Chief  Teller. 

Compensation  for  Class 

Annual:  $2100-$2220-$2340-$2460-$2580  . 


DEAD  LETTER  DISPOSAL 


Title  of  Class  : 

DEAD  LETTER  CLERK 

Specifications  of  Class  2  -L  ij 

Dnties: 

To  handle,  under  supervision,  letters,  parcel  post  or  other  mail  matter  sent 
to  the  Dead  Letter  Office  of  the  Post  Office  Department  for  disposal;  and  to 
perform  related  work  as  required. 

Examples:  Correcting  errors  of  postmasters;  counting,  opening,  selecting 
and  returning  to  the  sender  ordinary  or  registered  mall  matter;  ascertain- 
ing from  sender  or  addressee  of  unclaimed  Or  unmallable  parcels  or  mall 
addressed  to  foreign  countries  the  desired  disposition;  making  records  of 
moneys,  valuables  or  merchandise  found  in  dead  letters  or  parcel  post;  pre- 
paring nnd  wrapping  for  sale  merchandise  found  In  undellverable  mail  matter, 
or  otherwise  disposing  of  It. 

Qualifications: 

Common  school  education;  Integrity,  accuracy  and  good  judgment. 

Principal  Lines  of  Promotion 

To:  -Principal  Dead  Letter  Clerk. 

Compensation  for  Class 
Annual:  $114(>-.$120(K41260 


TiTi-E  OF  Class  : 

PRINCIPAL  DEAD  LETTER  CLERK  ^y  .  ^ 

Specifications  of  Class 
Dnties: 

Under  the  Superintendent  of  the  Dead  T^etter  Office  of  the  Post  Office  De- 
partment, to  supervise  the  work  of  clerks  qt  lower  rank  engaged  In  handling 
dead  letters  or  mall  matter ;  to  keep  statistics  of  "  dead  letter  "  mall  handled ; 
to  handle  foreign  registered,  ordinary  or  parcel  post  **  dead  letter "  matter 
requiring  the  application  of  postal  laws  and  recnilatlons ;  to  have  custody 
of,  list  and  have  prepared  for  sale  undeliverable  merchandise  found  In 
"dead  letter"  mall;  to  keep  account  of  moneys,  stamps  or  valuables  found 
in  mails;  to  keep  "postage  due"  accounts  with  postmasters;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
one  year's  experience  as  a  post  office  clerk,  preferably  in  the  Dead  Letter 
Office;  familiarity  with  postal  law\s  and  regulations;  and  supervisory  ability. 

Principal  lines  of  Proinotion 

From:  Dead  Letter  Clerk. 

Compensation  for  Class 

Annual:  $1560-^1620^1680 
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Title  or  Class  : 
SENIOR  COUNTER 


Specifications  of  Class  O  i   -^ 


Duties: 

Under  supervision,  to  verify  the  previous  Government  count  of  used  cur- 
rency; to  count  and  sort  bonds,  stamps,  and  other  securities  or  certificates; 
to  count  used  national  baols  currency  and  to  sort  it  by  groups  to  States 
and  towns;  to  count  and  sort  used  Federal  Reserve  currency  to  banks  of 
issue;  to  be  responsible  for  errors  in  count  and  assortment,  and  for  the 
detection  of  counterfeits  and  raised  notes;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common  school  education ;  not  less  than  two  years'  successful  experience 
as  a  Junior  Counter  or  In  handling  money  or  securities  in  a  financial  insti- 
tution ;  honesty ;  and  quickness  of  hand  and  eye. 

Principal  Lines  of  Promotion 

From:  Junior  Counter. 

To :  Principal  Counter ;  Junior  Teller. 

Compensation  for  Class 

Annual:  $132O-$1380-$1440 


Title  of  Class: 
PRINCIPAL  COUNTER 

Specifications  of  Class  9  1  4I 

Duties:  4.-1*+ 

Under  supervision,  to  ^  perform  highly  responsible  or  important  work  in 
connection  with  the  counting  of  currency  in  the  Treasury  of  the  United 
States,  and  related  work  as  required. 

Examples:  Counting  and  assorting  original  remittances  of  used  currency 
from  outside  sources;  verifying  and  counting  used  national  bank  currency, 
and  sorting  it  to  bank  of  Issue;  directing  the  work  of  a  small  section  of 
counters  and  sorters;  examining  mutilated  and  burned  currency  to  deter- 
mine its  redemption  value;  being  responsible  for  the  detection  of  errors  in 
count  and  assortment,  and  of  raised,  pieced  and  counterfeit  currency. 

Qualifications: 

Common  school  education;  not  less  than  two  years'  experience  as  a  Senior 
Counter  or  equivalent  experience  acquired  in  a  financial  institution ;  super- 
visory ability ;  honesty ;  and  quickness  of  hand  and  eye. 

Principal  Lines  of  Promotion 

From:  Senior  Counter. 

To :  Chief  Counter ;  Senior  Teller. 

Compensation  for  Class 

Annual:  $1560-$1620-$1680-$1740 


Title  of  Class  : 
CHIEF  COUNTER 

Specifications  of  Class  /^  J.  0 

Duties: 

Under  general  direction,  to  supervise  the  work  of  a  large  group  of  counters 
of  nion(\v  and  securities  in  the  Treasury  of  the  United  States;  to  direct  the 
distribution  of  the  work;  to  be  responsible  for  large  sums  of  money  or 
securities ;  to  decide  as  to  the  redemption  value  of  mutilated  currency ;  and 
to  perform  other  related  work. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  by  a  business  education,  with  a  knowledge  of  banking  methods  and 
procedure;  not  less  than  three  years*  experience  as  a  Principal  Counter  or 
equivalent  experience  acquired  in  a  financial  institution;  administrative  abil- 
ity ;  honesty  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Principal  Counter. 
To:  Chief  Teller. 

Compensation  for  Class 

Annual :  $2100-$2220-$2340-$246a-$2580  . 


DEAD  LETTER  DISPOSAL 


Tttle  of  Class  : 

DEAD  LETTER  CLERK 

Specifications  of  Class  2  jL  O 

Duties: 

To  handle,  under  supervision,  letters,  parcel  post  or  other  mall  matter  sent 
to  the  Dead  Letter  Office  of  the  Post  Office  Department  for  disposal ;  and  to 
perform  related  work  as  required. 

Examples:  Correcting  errors  of  postmasters:  counting,  opening,  selecting 
and  returning  to  the  sender  ordinary  or  registered  mail  matter;  ascertain- 
ing from  sender  or  addressee  of  unclaimed  or  unmailable  parcels  or  malt 
addressed  to  foreign  countries  the  desired,  disposition ;  making  records  of 
moneys,  valuables  or  merchandise  found  In  dead  letters  or  parcel  i)ost;  pre- 
paring find  wrapping  for  sale  merchandise  found  in  undeliverable  mail  matter, 
or  othenvise  disposing  of  it. 

Qnalifications: 

Common  school  education ;  integrity,  accuracy  and  good  Judgment. 

Principal  Lines  of  Promotion 

To:  Principal  Dead  Letter  Clerk. 

Compensation  for  Class 
Annual:  $1140-$120(K41260 
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TiTi^  OP  Ci^ss : 

PRINCIPAL  DEAD  LETTER  CLERK 

Specifications  of  Class 
Duties: 

Under  the  Superintendent  of  the  Dead  Letter  Office  of  the  Post  Office  De- 
partment, to  supervise  the  work  of  clerks  qf  lower  rank  engaged  in  handling 
dead  letters  or  mail  matter ;  to  keep  statistics  of  "  dead  letter  '*  mail  handled ; 
to  handle  foreign  registered,  ordinary  or  parcel  post  "  dead  letter "  matter 
requiring  the  application  of  postal  laws  and  regulations;  to  have  custody 
of.  list  and  have  prepared  for  sale  undeliverable  merchandise  found  in 
**  dead  letter "  mail ;  to  keep  account  of  moneys,  stamps  or  valuables  found 
in  mails;  to  keep  "postage  due*'  accounts  with  postmasters;  and  to  perform 
other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
one  year's  experience  as  a  post  office  clerk,  preferably  in  the  Dead  lietter 
Office;  familiarity  with  postal  laws  and  regulations;  and  supervisory  ability. 

Principal  lines  of  Proinotion 

From:  Dead  Letter  Clerk. 

Compensation  for  Class 

Annual:  $1560-^1620^1680 
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VERIFICATION  OR  CHECKING 
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TiTT-E  OF  Class  : 

JUNIOR  VERIFIER 

Specifications  of  Class 
Duties: 

Under  Immediate  supervision,  to  perform  routine  work  connecteil  with  com- 
paring, verifying,  or  checlilng  the  work  of  other  employees;  and  to  perform 
related  work  as  required. 

Examples:  Checking  insurance  premium  cards;  checking  record  cards; 
checking  vouchers  and  checlcs;  checking  and  verifying  entries  on  assessment 
lists ;  checking  and  verifying  form  letters ;  verifying  changes ;  checking  corre- 
spondence ;  verifying  typewritten  lists  of  bond  numbers ;  examining  and  verify- 
ing redeemed  war  savings  certificates;  checking  Inventory  lists;  checking  sol- 
diers* discharges  for  the  bonus ;  checking  deductions  from  soldiers'  pay. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  six  months'  training  in  the  routine  of  office  work;  accuracy  and 
alertness. 

Principal  Lines  of  Promotion 

To:  Senior  Verifier. 

Compensation  for  ClasB 

Annual:  $120O-$132O-$138O 


Title  of  Ciass  : 

SENIOR  VERIFIER 

Specifications  of  Clasa  21^^ 

Uuues* 

Under  supervision,  to  perform  responsible  work  connected  with  comparing^ 
verifying,  or  checking  the  work  of  other  employees,  to  exercise  limited  super- 
vision over  the  work  of  other  verifiers,  or  when  necessary  to  assume  the  duties 
and  responsibilities  of  a  Principal  Verifier,  and  to  perform  related  work  as 
required. 

Examples:  Examining  and  checking  soldiers'  allotments  for  the  purchase  of 
bonds;  examining  Government  bills  of  lading;  verifying  and  comparing  typed 
sheets  of  soldiers'  nam^s;  verifying  typed-  record  slips  of  military  allotments; 
checking  typewritten  inventories  of  Army  supplies;  verifying  typewritten 
checks;  verifying  purchase  authorizations;  checking  reports  of  vessel  move- 
ments; examining  registered  bonds  and  securities;  examining  and  verifying 
pension  certificates;  checking  pay  rolls;  examining  and  checking  correspond- 
ence: checking  tax  schedules;  checking  insurance  premium  cards;  reviewing 
adjustments  of  allotments  and  allowances;  verifying  record  cards;  proof- 
reading insurance  premium  notices ;  verifying  form  letters ;  checking  orders  to 
naval  officers. 

Qualificationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years'  successful  experience  as  a  Junior  Verifier  or  in  related: 
work;  supervisory  ability;  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Junior  Verifier. 
To:  Principal  Veriflior, 

Compensatton  for  Class 

Annual:  $144O-$16O(>-$10CK) 
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Title  of  Class: 
PRINCIPAL  VERIFIER 

Specifications  of  Class  2  2  1 1 

Duties:  ^  ^ 

Under  direction,  to  supervise  the  work  of  a  group  of  verifiers  in  a  Goveru- 
ment  office,  or  to  have  individual  responsible  charge  of  specially  important  or 
iavolved  worlt  in  coniparing,  verifying,  or  checking  the  work  of  other  em- 
ployees; to  plan  the  coordination  of  the  work  for  more  efficient  individual 
execution;  to  be  responsible  for  the  accuracy  of  the  work;  and  to  perform 
related  work  as  required. 

Examples :  Supervising  the  verification  of  record  cards  and  insurance  award 
canis;  directing  the  verifications  of  reductions  and  cancellations  of  Insurance; 
proof  reading  the  work  of  typists  on  orders  and  authorizations ;  supervising  the 
verifications  of  deductions  from  the  pay  of  officers  and  enlisted  men  in  the 
Army ;  checking  vouchers  for  final  payment  of  soldiers  and  survey  reports ; 
passing  on  corrections  made  by  verifiers;  comparing  and  checking  bonded 
manufacturers'  reports;  supervising  the  comparison  of  registered  bonds,  type- 
written checks,  and  tax  returns;  supervising  the  proof  reading  of  premium 
notices. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  successful  experience  as  a  Senior  Verifier,  or  in  re- 
lated work;  administrative  ability  and  accuracy. 

Principal  lines  of  Promotion 

From:  Senior  Verifier. 

Compensation  for  Class 

Annual:  $1620-|168(M51740-$1800 


."% 


9.  THE  OFFICE  APPLIANCE  OPERATING  SERVICE. 


This  service  includes  classes  of  positionSt  the  duties  of  which  are  to  supervise 
or  to  perform  tcork  with,  or  related  to  the  operation  of,  adding,  calculating, 
hilling,  bookkeeping,  addressing,  posting,  duplicating,  sealing,  opening  or 
tying  machines,  or  other  mechanical  office  devices, 

ADDBE88INO  '. 

AddrcM  PUte  Cvtter 
SaperrUilnff  AddreM  PUte  Cutter 

AddreM  Plate  Verifier 
Svperriiliiff  Address  Plate  Verifier 

Address  Plate  File  Qerk 
Principal  Address  PUte  File  aerk 
Head  Address  PUte  File  Clerk 

Addressing  Machine  Clerk 
Princiiwl  Addressing  Machine  Clerk 
Head  Addressing  Machine  Clerk 

Jvnier  Antonuitic  Addressing  Machine  Operator 
Senior  Automatic  Addressing  Machine  Operator 

Head  Duplicating  and  Addressing  Clerk 
Superrisor  of  Mechanical  Addressing 
Chief  of  Mechanical  Addressing  Section 

-  Billing  and  Posting  : 

Billing  Machine  Operator  (Group) 
Superrising  Billing  Machine  Operator 
Posting  Machine  Operator 

Duplicating  : 

Mimeograph  Operator 
Superrising  Mimeograph  Operator 

Multigraph  Operator 
Supervising  Multigraph  Operator 

Mechanical  Calculating  : 
—  A4ding  Machine  Operator 

Superrising  Adding  Machine  Operator 

CalcnUting  Machine  Operator 
.  Superrising  CalcnUting  Machine  Operator 

Typbwbiting,  Automatic: 

Automatic  Typewriter  Operator 
Superrising  Antonuitic  Typewriter  Operator 

Othbb  Classes  in  Osticb  Appliance  Opebating  Sebvicb  : 
MiscelUneous  ApplUnce  Operator 
Superrising  MiscelUneous  ApplUnce  Operator 


ADDUESSING 
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Title  of  Class: 

ADDRESS  PLATE  CUTTER 

Specifications  of  Class  ^  ^  i- 

Dnties: 

lender  immediate  supervision,  to  operate  either  hand  or  power  driven  address 
plate  cutting  machines;  and  to  perforin  related  work  as  required. 
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Examples :  Cutting  or  embossing  address  plates  from  copy ;  making  changes 
on  incorrect  address  plates ;  inserting  index  cards  into  frames ;  inspecting  plates 
for  mechanical  defects. 

Qnalifieations: 

Common-school  education;  not  less  than  six  months*  experience  in  operating 
an  address  plate  cutting  machine ;  and  mental  alertness. 

Principal  Lines  of  Promotion 

To:  Supervising  Address  Plate  Cutter. 

Compensation  for  Class 

Amiual:  |1140-$1200-$12e(V-$1320 


Title  of  Class: 

SUPERVISING  ADDRESS  PLATE  CUTTER 

Specifications  of  Class  9  9 '? 

Duties:  4.  ^  ^ 

To  supervise  the  work  of  a  section  or  a  group  of  employees  engaged  in  the 
making  of  address  plates  by '  machinery ;  and  to  perform  related  work  as 
required. 

Examples :  Supervising  the  making,  inspecting,  and  correcting  of  plates  and 
the  inserting  of  index  cards  into  frames. 

Qualifications: 

Conmion-school  education;  not  less  than  one  year's  experience  in  operating 
an  address  plate  making  machine;  mental  alertness  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Address  Plate  Cutter. 

Compensation  for  Class 

Annual:  $1380^1440-41500 


22o 


Title  of  Class  : 

ADDRESS  PLATE  VERIFIER 

Specifications  of  Class 

Duties: 

Under  immediate  supervision,  to  verify  transcripts  of  address  plates  against 
orijqnal  copy  such  as  award  cards  or  mailing  lists;  to  detect  errors  and  make 
notation  of  corrections ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  not  less  than  six  months'  experience  in  verifying 
address  plates  or  its  equivalent ;  and  mental  alertness. 

Principal  Lines  of  Promotion 

To:  Supervising  Address  Plate  Verifier. 

Compensation  for  Class 

Annual:  $1200-41200^1820 


22 


Title  of  Class  : 

SUPERVISING  ADDRESS  PLATE  VERIFIER 

Specifications  of  Class 
Duties: 

To  supervise  the  work  of  a  section  or  a  group  of  employees  engaged  in  veri- 
fying  transcripts  of  address  plates ;  and  to  perform  related  work  as  required. 
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Qualifications: 

Common  school  education;  not  less  than  one  year's  experience  in  verifying 
address  plates  or  its  equivalent;  supervisory  ability;  and  mental  alertness. 

Principal  Lines  of  Promotion 

From :  Address  Plate  Verifier. 

Compensation  for  Class 

Annual:  $138O-^144O-$1500 


Title  of  Class  : 

ADDRESS  PLATE  FILE  CLERK 

Specifications  of  Class  _ 

Duties:  2^3 

Under  immediate  supervision,  to  file  and  Index  address  plates,  either  alpha- 
beti,cally  or  numerically;  to  keep  address-plate  files  up  to  date  by  means  of 
revised  lists;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  etlucatlon;  not  less  than  six  months*  office  experience;  and 
some  knowledge  of  filing. 

Principal  Lines  of  Promotion 

To :  Principal  Address  Plate  File  Clerk. 

Compensation  for  Class 

Annual :  $1140-4f  120O-$1260-$l320 


Title  of  Class: 

PRINCIPAL  ADDRESS  PLATE  FILE  CLERK 

Specifications  of  Class  9  ^  ■ ' 

Duties:  C  <•  l> 

To  supervise  work  in  connection  with  the  filing  of  address  plates;  and  to 
perform  redated  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  one  year's  office  experience,  in- 
cluding six  months*  experience  in  filing  address  plates ;  thorough  knowledge  of 
filing;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Address  Plate  File  Clerk. 
To:  Head  Address  Plate  File  Clerk. 

Compensation  for  Class 

Annual:  $1820-$1880-^1440 


TiTT^  OF  Class  : 

HEAD  ADDRESS  PLATE  FILE  CLERK 

Specifications  of  Class  99  7 

Duties:  ^  ^  * 

In  large  addressing  sections,  to  direct  the  filing  of  address  plates;  and  to 
perform  related  work  as  required. 

Examples :  Installing  new  methods  of  plate  filing ;  directing  the  work  of  two 
or  more  principal  address  plate  file  clerks. 
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Qnaliftcations: 

Common  school  edncation;  not  less  than   two  years*  experience  In  sui)er- 
vislng  filing  clerks;  thorough  knowledge  of  filing;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Principal  Address  Plate  File  Clerk. 

Compensation  for  Class 

Amiual:  $1500-|156M1620 


Title  of  Class  : 

ADDRESSING  MACHINE  CLERK 

Specifications  of  Class  CC& 

Dirties: 

Under  immediate  supervision,  to  operate  hand-feed  addressing  machines; 
and  to  perform  clerical  and  other  related  work  as  required. 

Examples:  Printing  and  verifying  checks,  envelopes,  and  pay  rolls;  printing 
names  or  addresses  on  bonds ;  making  minor  repairs  on  addressing  machines. 

Qaalificatioiis: 

Ck>nmion  school   education ;   preferably   some  clerical   experience ;    and   not  y 
less  than  one  month^s  experience  operating  a  hand-feed  addressing  machine. 

Principal  Lines  of  Promotion 

To:  Principal  Addressing  Machine  Clerk. 

Compensation  for  Class  / 

Annual:  $1140-1120(^1260 


Title  op  Class: 

PRINCIPAL  ADDRESSING  MACHINE  CLERK 

Specifications  of  Class  9  9  C 

Duties:  C  C  \f 

To  supervise  the  work  of  a  group  of  Addressing  Machine  Clerks,  or  to 
oijerate  a  hand-feed  addressing  machine  and  perform  responsible  related  work, 
Including  the  cutting,  verifying,  correcting,  and  filing  of  plates. 

QnaMcations: 

Common-school  education;  not  less  than  one  year's  experience  in  operating 
a  plate-making  machine  and  an  addressing  machine ;  and  supervisory  ability. 

Prineipal  Lines  of  Promotion 

From :  Addressing  Machine  Clerk. 
To:  Head  Addressing  Machine  Clerk. 

Compensation  for  Class 

Annual:  $1260-|1820-41380 


Title  of  Class  : 

HEAD  ADDRESSING  MACHINE  CLERK 

Specifieations  of  Class  ^2 »\\f 

Duties:  ^  ^  ^ 

tinder  direction,  to  have  entire  supervision  of  the  work  of  an  addressing 
unit  or  section,  including  the  cutting,  revising,  and  filing  of  plates,  the  opera- 
tion of  hand-feed  addressing  machines,  and  the  clerical  work  incidental  thereto ; 
uid  to  perform  related  work  as  required. 
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Qualifications: 

Common-school  education ;  not  less  than  one  year's  experience  in  performing 
addressing  machine  work  or  in  supervising  the  work  of  Addressing  Machine 
Clerks;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Principal  Addressing  Machine  Clerk. 

Compensation  for  Class 

Annual:  $1500^1560^1620^1680 


Title  of  Class  : 

JUNIOR  AUTOMATIC  ADDRESSING  MACHINE  OPERATOR 

Specifications  of  Class  9  ^  ^ 

Duties:  ^  *'  ^ 

Under  immediate  supervision,  to  feed  an  automatic  addressing  machine;  to 
assist  in  running,  adjusting,  and  maintaining  automatic  addressing  madiines; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  preferably  some  clerical  experience ;  and  mechani- 
cal aptitude. 

Principal  Lines  of  Promotion 

To :  Senior  Automatic  Addressing  Machine  Operator. 

Compensation  for  Class 

Annual:  $1080-^1140-41200 


TriLE  OF  Class  : 

SENIOR  AUTOMATIC  ADDRESSING  MACHINE  OPERATOR 

Specifications  of  Class  O  9  ^^ 

Duties:  U  O  '^ 

Under  supervision,  to  operate  an  automatic  addressing  machine;  to  adjust, 
maintain  in  running  order,  and  make  minor  repairs  on  such  machines;  and  to 
perform  related  work  as  required. 

Examples:  Printing  checks,  mailing  lists,  or  cards;  scheduling  check  runs; 
printing  envelopes  from  codes. 

Qualifications: 

Common  school  education ;  not  less  than  six  months'  experience  in  operating 
and  a  thorough  knowledge  of  both  hand  and  automatic  addressing  machines. 

Principal  Lines  of  Promotion 

From :  Junior  Automatic  Addressing  Machine  Operator. 

Compensation  for  Class 
Annual:  $1320^1380-$1440 


Title  of  Class: 

HEAD  DUPLICATING  AND  ADDRESSING  CLERK 

Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  the  work  of  a  unit  engaged  in  both  duplicat- 
ing and  addressing  work ;  and  to  perform  related  work  as  required. 


23o 
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QDaiifications: 

Common  school  education;  not  less  than  one  year*s  experience  in  duplicat- 
ing and  addressing  work;  familiarity  with  oflftce  machinery;  and  supervisory 

ability. 

Principal  Lines  of  Promotion 

To:  Supervisor  of  Me(hanical  Addressinp. 

Compensation  for  Class 

AnDual:  $1560-^162(V^168M1740 


Title  of  Class: 

SUPERVISOR  OF  MECHANICAL  ADDRESSING  ^  ,^ 

Specifications  of  Class  ^  u  t 

Duties: 

Under  supervision,  to  as  1st  in  suporvisinK  the  work  of  a  large  mechanical 
aildressing  section:  or  to  have  responsible  charge  of  a  small  mechanical  ad- 
dressing section ;  and  to  perform  related  work  as  rtHjuired. 

Examples:  Supe^vi^lng  the  addressing  of  general  mailing  lists,  the  propar- 
in;r  of  pay  rolh ,  and  the  printing  of  checks ;  supervising  the  work  of  maintain- 
in?  and  repairing  addressing  machinery ;  supervising  the  making,  filing,  verify- 
i'i;:.  checking?,  and  printing  of  address  plates. 

Qualifications: 

Common  school  education;  not  less  than  one  year's  supervisory  experience 
in  mechanical  addressing  work;  tliorough  knowledge  of  the  operation  and 
methods  of  the  repairing  of  all  tyi)es  of  addressing  machinery ;  and  proven 
Mipervisory  ability. 

Principal  Lines  of  Promotion 

From:  Head  Duplicating  and  Addressing  Clerk. 
To:  Chief  of  Mechanical  Addressing  Section. 

Compensation  for  Class 

Annual:  $1740-41800-$186(>-$1920 


JlTLE  OF  Cl^SS  : 

CHIEF  OF  MECHANICAL  ADDRESSING  SECTION 

Specifications  of  Class  2()tj 

Duties: 

Under  direction,  to  have  responsible  charge  of  the  work  in  a  large  mechanical 
adflressing  section ;  and  to  perform  related  work  as  required. 

Examples:  Having  charge  of  the  addressing  of  general  mailing  lists,  the  pre- 
paring of  pay  rolls,  and  the  printing  of  clie<!ks;  supervising  the  work  of  n)ain- 
lainlng  and  repairing  addressing  niacliinery ;  and  tlie  making,  filing,  verifying^ 
fliecking,  and  printing  of  address  plates. 

Qualifications: 

Common-school  education ;  not  less  than  two  years*  supervisory  experience  in 
mechanical  addressing  work ;  thorough  Imowledge  of  the  operation  and  methods 
of  repairing  of  all  types  of  addressing  machinery ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

I'rom :  Supervisor  of  Mechanical  Addressing. 

Compensation  for  Class 
Annual:  $198(>-|210a-$2220-$2340  ♦ 


118  RECLASSIFICATION  COMMISSION  BEPOBT — ^PART  H. 

BILLING  AND  POSTING 


Name  of  Group  of  Classes  : 
BILLING  MACHINE  OPERATOR 

Titles  of  Typical  Classes  in  Group  : 

Billing  Machine  Operator  (Adding  Machine) 

Billing  Machine  Operator  (Typing)  2  3  G 

Specifications  of  Oasses  in  Group 
Duties: 

Under  immediate  supervision,  to  operate  a  billing  machine;  and  to  perform 
related  worlc  as  required. 

Examples:  Making  a  journal  of  postal  money  orrlers  and  accounts  on  an 
adding  machine  equipped  for  billing  work;  operating  a  bookkeeping  machiae 
on  work  requiring  little  or  no  knowledge  of  bookkeeping  practice. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  preferably  some  knowledge  of  debits  and  credits. 

Special  Qualifications: 

For  each  class  in  the  group,  ability  to  operate  with  speed  and  accuracy  the 
machine  to  be  used,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Adding  Machine  Operator ;  Junior  Typist. 
To  :  Supervising  Billing  Machine  *3perator. 

Compensation  for  Classes  in  Group 

Annual:  $126a-$1320-$1380 


Title  of  Class  : 

SUPERVISING  BILLING  MACHSINE  OPERATOR 

Specifications  of  Class  9  '^  7 

Duties:-  ^  ^  * 

To  supervise  billing-machine  work ;  and  to  i>erform  related  work  as  required. 
Examples:  Supervising  the  work  of  bllllng-machine  operators;  operating  a 
billing  machine  on  work  of  more  than  ordinary  difficulty. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  operating  a  billing  machine;  some  knowl- 
edge of  debits  and  credits ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Billing  Machine  Operator. 

Compensation  for  Class 

Annual:  $1440-^1500-$1560 

TrrLE  OF  Class  : 

POSTING  MACHINE  OPERATOR 

Specifications  of  Class  CO^ 

Duties: 

Under  supervision,  to  operate  an  automatic  posting  machine;  to  verify  and 
post  items  simultaneously ;  to  set  and  adjust  posting  machines  for  ordinary  or 
siieclal  work ;  to  make  minor  repairs  and  adjustments ;  and  to  perform  related 
work  as  required. 


RECLASSIFICATION  COMMISSION  REPORT — ^PART  II.  119 

QnalificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  clerical  experience ;  thorough  familiarity  with  automatic  post- 
ing machines ;  special  aptitude  for  detecting  errors ;  and  mental  alertness. 

Compensatioii  for  Class 

Annual:  $1260^132M1380 


DUPLICATING 


Tnuc  OF  Class  : 
MIMEOGRAPH  OPERATOR 

Specificatioiis  of  Class  2  O  t/ 

Daties: 

Under  supervision,  to  operate  a  mimeograph  or  a  similar  device  for  reproduc- 
iDg  letters,  circulars,  pamphlets,  and  other  forms  from  stencils ;  to  adjust,  care 
for,  and  make  minor  repairs  on  such  machine ;  and  to  perform  related  work  as 
required. 

Examples:  Mimeographing  letters  or  forms  from  stencils;  preparing,  on  a 
mimeoscope,  stencils  of  simple  forms. 

QnaMcations: 

Conmion  school  education ;  not  less  than  three  months*  experience  in  operating 
a  mimeograph ;  thorough  knowledge  of  the  operation  and  care  of  mimeograph 
machines. 

Principal  Lines  of  Promotion 

To:  Supervising  Mimeograph  Operator. 

Compensation  for  Class 

Amiual:  $114O-$1200-«1260 


TrriE  OF  Class  : 

SUPERVISING  MIMEOGRAPH  OPERATOR 

Specifications  of  Class 
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Duties: 

Under  direction,  to  supervise  the  work  of  a  group  of  employees  engaged  in 
mimeographing  or  duplicating ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  not  less  than  one  year's  experience  in  operating  a 
mimeograph;  thorough  kno\^ledge  of  the  operation  and  care  of  mimeograph 
machines;  ability  to  cut  stencils;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Mimeograph  Operator. 

Compensation  for  Class 

Annual:  $1560-$162O-^168M1740 
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TiTUB  OF  Class: 
MULTIGRAPH  OPERATOR 

Specifications  of  Class 
Duties: 

Under  supervision,  to  operate  a  multigraph  machine;  to  make  minor  repairs 
and  adjustments';  and  to  perform  related  work  as  required. 

Examples:  Setting  and  distributing  multigi*aph  type;  reading  proof  and  mak- 
ing corrections ;  printing  circulars,  lettei*8,  or  other  forms. 
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Qualifications: 

Common-school  education ;  not  less  than  six  months*  experience  in  operating 
a  multigraph;  thorough  knowledge  of  the  care,  operation  and  repair  of  multi- 
graph  machines;  and  ability  accurately  to  set  multigraph  type. 

Principal  Lines  of  Promotion 

To:  Supervising  Multigraph  Operator. 

Compensation  for  Claas 

Annual:  $120(>-$1260^1320 


Title  of  Class: 

SUPERVISING  MULTIGRAPH  OPERATOR 

Specifications  of  Class  O  l  O 

Duties:  C't^ 

To  supervise  the  work  of  a  group  of  employees  engaged  in  the  operation  of 
multigraph  machines;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  one  j-car's  experience  in  operating 
a  multigraph;  thorough  knowledge  of  the  care,  operation,  and  repair  of  multi- 
graph  machines;  expert  ability  In  setting  multigraph  type;  and  sui>erviw)ry 
abiUty. 

Principal  Lines  of  Promotion 

From:  Multigraph  Operator. 

Compensation  for  Class 

Annual:  $1620-^1680-$174a-$1800 


MECHANICAL  CALCULATING 


Title  OF  Class: 

ADDING  MACHINE  OPERATOR 

Specifications  of  Class  ^       >, 

Duties:  ^  4  O 

Under  supervision,  to  obtain  or  verify  totals  of  figures  by  the  \iso  of  a  listing 
adding  machine ;  and  to  perform  related  work  as  required. 

Examples:  Adding  columns  of  figures;  adding,  listing,  and  counting  checks; 
adding  and  listing  items  from  vouchers  or  statements. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  clerical  experience;  ability  to  operate  standard  listing  adding 
machines ;  accuracy  and  aptitude  for  figures. 

Principal  Lines  of  Promotion 

To :  Supervising  Adding  Machine  Operator ;  Billing  Machine  Operator. 

Compensation  for  Class 
Annual:  $1200-$1260-$1320 


Tftleof  Class: 

SUPERVISING  ADDING  MACHINE  OPERATOR 

Specifications  of  Class  ^  4:  t 

Duties: 

Under  direction,  to  supervise  the  work  of  several  adding  machine  operators; 
and  to  perform  related  work  as  required. 
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Examples:  Distributing  work  to  atldinfr  machine  operators;  checking  accuracy 
of  adding  machine  work;  instructing  adding  machine  (»perators  in  new  methods 
or  explaining  new  work. 

Qualifications: 

Training  equivalent  to  that  representetl  by  graduation  from  high  school; 
not  less  than  one  year's  experience  In  operating  a  standard  adding  machine; 
and  supervisory  ability. 

Prindpal  Lines  of  Promotion 

From :  Adding  Machine  Operator. 

Compensation  for  Class 

Annual:  $150O-$1560-$162O-$1680 
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Title  of  Class: 

CALCULATING  MACHINE  OPERATOR 

Specifications  of  Class 
Duties: 

Under  supervision,  to  operate  a  machine  which  adds,  substracts,  divides,  and 
multiplies ;  and  to  i>erform  related  work  as  required. 

Examples:  Figuring  time,  interest,  discount,  or  piecework;  extending  or 
verifying  extensions;  computing  statistics  requiring  the  application  of  multi- 
plication and  division. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
preferably  some  clerical  experience;  thorough  knowledge  of  the  principles  and 
the  operation  of  standard  calculating  machines;  ability  to  make  intricate  cora- 
jiutatlons  on  a  calculating  machine ;  and  aptitude  for  figures. 

Principal  Lines  of  Promotion 

To :  Supervising  Calculating  Machine  Operator. 

Compensation  for  Class 
Annual:  $144a-^1500-$15e0 


Title  of  Class: 

SUPERVISING  CALCULATING  MACHINE  OPERATOR 

Specifications  of  Class  2  4  O 

Duties: 

To  supervise  the  work  of  several  calculating  machine  oi)erators;  and  to  i)er- 
form  related  work  as  required. 

Examples :  Supervising  operators  computing  interest,  time  or  pay ;  extending 
or  verifying  extensions,  or  computing  percentages  by  the  use  of  calculating 
machines. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  In  operating  and  thorough  knowle<lge  of 
ihe  principles  of  standard  calculating  machines;  supervisory  ability;  and  apti- 
tude for  figures. 

Principal  Lines  of  Promotion 

From  :  Calculating  Machine  Operator. 

Compensation  for  Class 

Annual:  $162a-$168O-$174O-$1800 
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TYPEWRITING,  AUTOMATIC 


Title  of  Class: 

AUTOMATIC  TYPEWRITER  OPERATOR 

Specificationfl  of  Clasa  9  J  T 

Duties:  ^"+4 

Under  supervision,  to  operate  an  automatic  typewriter;  to  perforate  rolls 
for  letters ;  and  to  perform  related  work  as  required. 

Examples:  Perforating  rolls  for  form  letters;  filling  in  by  typing  blank 
spaces  as  they  occur;  verifying  rolls  against  copy,  and  correcting  errors;  as- 
sisting in  making  minor  repairs  to  the  machines. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  six  months'  experience  as  a  typist,  or  the  completion  of  a  course  at 
an  automatic  typewriter  school ;  and  mechanical  aptitude. 

Principal  Lines  of  Promotion 

From :  Junior  Typist. 

To :  Supervising  Automatic  Typewriter  Operator. 

Compensation  for  Class 

Annual:  $144a-$1500-^5e0 


Title  of  Class:  * 

SUPERVISING  AUTOMATIC  TYPEWRITER  OPERATOR 

Specifications  of  Class  O  \  ^*i 

Duties:  ^  ^^  ^^ 

Under  direction,  to  supervise  the  work  of  a  group  of  employees  engaged  in 
perforating  automatic  typewriter  rolls  and  operating  automatic  typewriters: 
to  care  for  and  make  minor  repairs  on  such  machines ;  and  to  perform  related 
work  as  required. 

Examples :  Supervising  Automatic  Typewriter  Operators  perforating  rolls  for 
form  letters ;  setting  up  and  adjusting  automatic  typewriters. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  tlian  one  year's  experience  operating  autom<ntic  typewriters,  or  six  months* 
such  experience  and  the  completion  of  a  course  at  an  automatic  typewriter 
school ;  mechanical  aptitude ;  and  supervising  ability. 

Principal  Lines  of  Promotion 

From:  Automatic  Typewriter  Operator. 

Compensation  for  Class 
Annual:  $1560-$162O-$1680 


OTHER  CLASSES  IN  OFFICE  APPLIANCE  OPERATING  SERVICE 


Trrr.E  of  Class  : 

MISCELLANEOUS  APPLIANCE  OPERATOR 

Specifications  of  Class  9  J. '  i 

Duties:  ^  -i:  v/ 

Under  supervision,  to  operate  sealing,  operating,  tying,  pasting,  papercuttlng, 
stitching,  signature,  or  similar  machines;  and  to  perform  related  work  as 
required. 
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Examples:  Operating  a  machine  for  the  impression  of  the  Treasury  seal  on 
securities;  operating  a  machine  for  signing  checlcs;  operating  a  machine  for 
sealing  or  tying  envelopea 

Qualifications  s 

Common-school  education  and  adaptability. 

Principal  Lines  of  Promotion 

To:  Supervising  Miscellaneous  Appliance  Operator. 

Compensation  for  Class 

Annual:  $1140-^1200-11200 


Title  or  Glass: 

SUPERVISING  MISCELLANEOUS  APPLIANCE  OPERATOR 

Specifications  of  Class  P/ll) 

Duties:  ^  ^' 

Under  direction,  to  supervise  the  work  of  a  section  or  a  group  of  employees 
engaged  In  the  operation  of  mechanical  sealing,  opening,  tying,  pasting,  paper- 
cutting,  stitching,  or  signature  machines;  and  to  perform  related  work  as  re- 
quired. 

Qualifications: 

Common-school  education;  not  less  than  one  year*s  experience  in  operating 
miscellaneous  office  appliances;  and  ability  to  plan,  route,  and  supervise  work. 

Principal  Lines  of  Promotion 

From:  Miscellaneous  Appliance  Operator. 

Compensation  for  Class 
Annual:  $ld8M1440-(1600 


10.  THE  PERSOPOffiJL  SERVICE. 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perforin  work  in  connection  with  personnel  administration,  involvirtff 
the  application  of  Civil  Service  latcs,  departmental.  Army,  or  Navy  dmUatk 
personnel  regulations,  the  selection,  efficiency  rating,  promotion,  and  transfer 
of  employees,  and  other  related  tcork. 

Civil  Service  Examination  and  administration: 
Under  Clril  Serrlce  Examiner 
Junior  Civil  Senriee  Examiner 
Auietant  Civil  Service  Examiner 
Associate  Civil  Service  Examiner  (General) 

Associate  Civil  Service  Examiner  (Scientific,  Tedmical,  or  ProfeMional)   (Group) 
Senior  Civil  Service  Examiner  (Administrative) 

Senior  Civil  Service  Examiner  (Scientific,  Technical,  or  Professional)   (Grcmp) 
Chief,  Examining  Division — Civil  Service  Commission 
Assistant  to  Chief  Civil  Service  Examiner 
Chief  Civil  Service  Examiner 

Personnel  Work,  General  : 
Under  Personnel  Clerk 
Junior  Personnel  Clerk 
Senior  Personnel  Clerk  (Group) 
Principal  Personnel  Clerk  (Group) 
Head  Personnel  Clerk  (Group) 

Personnel  Officer 
Senior  PerMnnel  Officer 
Chief  Personnel  Officer 
Junior  Personnel  Inspector 
Senior  Personnel  Inspector 

Time  Keeping  and  Pay  Roll  Work  : 
Under  Time  and  Pay  Roll  Clerk 
Junior  Time  and  Pay  Roll  Clerk 
Senior  Time  and  Pay  Roll  Clerk 
Principal  Time  and  Pay  Roll  Clerk 
Head  Time  and  Pay  Roll  Clerk 


CIVIL   SEKVICi:   EXAMINATION  AND   ADMINISTRATION 


Title  of  Class  : 

UNDER  CIVIL  SERVICE  EXAMINER 

Specifications  of  Class  9  ^  i 

Duties:  CO± 

Under  supervision,  to  rate  initially  or  upon  review,  Civil  Service  exaiiiixia- 
tions  wliicli  are  so  regulated  by  Iceys  or  rating  schedules  as  to  leave  little  scope 
for  the  exercise  of  personal  judgment;  and  to  perform  related  work  as 
required. 

Examples:  Rating  and  reviewing  examination  papers  in  spelling,  copying 
fi'om  plain  copy,  geography,  reading  addresses,  or  copying  addresses. 

124 
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Qualifications: 

Training  equivalent  to  t^iat  reprrsented  t>y  prnduatlon  from  hiajti  school ;  and 
not  less  than  one  year's  training  or  experience  in  educational  or  related  lint's 
of  work. 

Principal  Lines  of  Promotion 

To :  Junior  Civil  Service  Examiner. 

Compenaation  for  Clasa 

Annual:  $138M1440^1500 


Title  of  Class  : 

JUNIOR  CIVIL  SERVICE  EXAMINER  ^  ^   ^ 

Specifications  of  Class  ^^Js^ 

Duties: 

Under  .supervision,  to  rate,  initially  or  upon  review,  Civil  Service  examina- 
tions not  including  scientific,  technical,  or  professional  tests  but  which  require 
the  constant  exercise  of  judgment;  in  some  cases,  to  assist  in  preparing  such 
examinations;  to  assist  in  conducting  written  or  practical  examinations  as 
assigned ;  and  to  perform  related  work  as  required. 

Examples :  Rating  and  reviewing  the  rating  of  examination  papers  in  arith- 
metic, practical  statistical  computations,  elementary  algebra  and  geometry, 
letter  writing,  penmanship,  copying  and  correcting  manuscript,  copying  from 
rough  draft  or  stenography ;  preparing  keys  and  rating  practical  tests  in  cal- 
culating-machine operator  examinations;  conducting  a  clerical  or  stenographic 
examination. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  training  or  experience  in  educational  or  related  lines  of 
work ;  good  judgment  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Under  Civil  Service  Examiner. 

To:    Assistant   Civil    Service    Examiner;    Associate   Civil    Service   Examiner 
(General). 

Compensation  for  Class 

Annual.:  n560-$1620-$1680 


253 


Title   of  Class: 

ASSISTANT  CIVIL  SERVICE  EXAMINER 

Specifications  of  Class 
Duties: 

Under  general  supervision,  to  perform  important  work  in  connection  with 
the  examining  functions  of  the  Civil  Service  Commission ;  to  rate  the  subjects 
of  education,  training,  and  experience  in  unassembled  Civil  Service  examina- 
tions, the  marking  of  which  requires  a  thorough  general  knowledge  of  the 
subject  matter,  but  does  not  require  special  scientific,  technical,  or  profes- 
sional knowledge;  to  assist,  as  assigned.  In  conferring  and  cooperating  with 
departmental  ofllclals  concerning  the  preparation  and  rating  of  examinations 
and  the  administration  of  the  Civil  Service  laws  and  rules;  and  to  perform 
related   w^ork   as   required. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  experience  in  commercial,  educational,  examining  or 
related  work;  good  general  knowledge  of  the  requirements  of  various  busi- 
nesses, trades,  occupations,  and  professions;  ability  to  evaluate  paper  evidence; 
good  judgment   and   tact. 
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Principal  Lines  of  Promotion 

From :  Junior  Civil  Service  Examiner. 

To:  Associate  Civil  Service  Examiner  (General). 

Compensation  for  Class 

Annual:  $1740-*1800-$18eO-$1920 


Title  of  Class: 

ASSOCIATE  CIVIL  SERVICE  EXAMINER  (GENERAL) 

Specifications  of  Class  9  ^  a. 

Duties:  CO'^ 

Under  general  supervision,  (1)  to  be  responsible  for  a  primary  subdivision 
of  the  examining  work  of  the  Civil  Service  Commission,  not  involving  scieo- 
tific,  technical,  or  professional  tests;  to  assign  work  to  Under  and  Junior  Civil 
Service  Examiners  and  to  be  responsible  for  the  efficient  discharge  of  their 
duties;  or  (2)  to  prepare  questions  and  keys  for.  to  rate,  and  to  supervise  the 
preparation  and  rating  of  examinations  of  a  clerical  and,  occasionally,  of  a 
more  difficult  nature ;  to  have  charge  of  the  examination  of  a  large  number  of 
candidates  in  stenography  and  typewriting  or  other  clerical  subjects  as  as- 
signed; and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  three  years*  exi)erlence  as  a  Junior  Civil  Service  Examiner,  (»r 
its  equivalent;  preferably  some  special  knowledge,  training,  or  experience 
along  scientific,  technical,  or  professional  lines;  good  Judgment,  accuracy,  and 
tact. 

Principal  Lines  of  Promotion 

From :  Assistant  Civil  Service  Examiner ;  Junior  Civil  Service  Examiner. 
To:  Senior  Civil  Service  Examiner  (Administrative). 

Compensation  for  Class 

Annual:  $186a<$1920-^1980-$2040 


Name  or  Group  op  Classes  : 

ASSOCIATE  CIVIL  SERVICE  EXAMINER  (SCIENTIFIC,  TECHNICAU 
OR  PROFESSIONAL) 

Titles  of  Typical  Classes  in  Group  : 

Associate  Civil  Service  Examiner  (Agriculture) 
Associate  Civil  Service  Examiner  (Chemistry  and  Physics) 
Associate  Civil  Service  Examiner  (Economics  and  Statistics)   O  ^  ^^ 
Associate  Civil  Service  Examiner  (Civil  Engineering)  ^^^J 

Associate  Civil  Service  Examiner  (Forestry  and  Greology) 
Associate  Civil  Service  Examiner  (Law,  Languages,  and  Pedagogy) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  prepare  and  to  rate  or  to  supei'vlse  the  rating 
of  examinations  Involving  scientific,  technical,  or  professional  tests,  or  otlier 
related  examinations  of  a  high  order;  to  prepare  or  assist  in  preparing  keys 
for  the  rating  of  such  examinations;  to  confer  and  to  cooperate  with  depart- 
mental representatives  concerning  the  preparation  and  rating  of  scientific,  tech- 
nical, or  professional  examinations  and  the  administration  of  the  Civil  Service 
laws  and  rules;  to  make  minor  Investigations  as  assigned;  and  to  perform 
related  work  as  required. 
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Coramon  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing ;  not  less  than  three  years'  laboratory,  inves- 
tigational, examining,  or  other  practical  experience  along  lines  related  to  the 
work  to  be  performed ;  good  general  knowledge  of  the  methods,  procedure,  or 
processes  Involved  in  the  application  of  scientific,  technical,  or  professional 
principles  in  commercial  or  other  enterprises ;  general  knowledge  of  the  require- 
ments of  various  businesses,  occupations,  and  professions;  good  Judgment^ 
accuracy,  and  tact 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field  or 
fields,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Ta:  Senior  Civil   Service   Examiner    (Administrative)  ;    Senior   Civil    Service 
Examiner  (Scientific,  Technical,  or  Professional). 

Compensation  for  Classes  in  Group 

.Vnnual:  |1980-^100-42220-$2340 


Title  op  Class  : 

SENIOR  aVIL  SERVICE  EXAMINER  (ADMINISTRATIVE) 

Specifications  of  Class  2  t)  O 

Duties:  * 

Fnder  direction,  to  be  responsible  for  several  important  sections  of  the  exam- 
ining work  of  the  Civil  Service  Commission,  or,  under  the  Chief  of  the  Examin- 
ing Division,  to  conduct  the  work  of  the  Examining  Division,  and  to  act  for 
liini  In  his  absence;  to  supervise  and  direct  examiners  of  the  same  or  lower 
;:rades;  to  oversee  the  preparation  and  rating  of  examinations;  to  pass  upon 
difficult  and  important  questions  regarding  the  preparation  and  rating  of  exami- 
nations and  the  administration  of  the  laws  and  rules  applicable  thereto,  such  as 
ihe  initiation  of  methods,  rules,  schedules,  and  instructions  for  rating,  the  mak- 
ing of  decisions  in  difficult  cases,  and  the  formulation  and  interpretation  of 
rules  and  regulations  for  examining  procedure ;  to  conduct  oral  examinations ; 
t(t  direct  and  supervise  the  conducting  of  written  or  practical  examinations ;  t<y 
perform  important  departmental  and  field  investigations ;  to  advise  the  public ; 
to  confer  and  cooperate  with  departmental  representatives  regarding  the  prepa- 
ration and  rating  of  examinations  and  the  administration  of  the  Civil  Service- 
laws  and  rules ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  five  years'  successful  respon- 
sible experience  in  Civil  Service  examining  work ;  some  special  knowledge  along^ 
scientific,  technical,  or  professional  lines ;  wide  knowledge  of  the  requirements  of 
businesses,  trades,  occupations,  and  professions;  thorough  knowledge  of  Civil 
Service  laws,  rules,  and  procedure;  supervisory  ability;  good  judgment,  good 
address,  and  tact. 

Principal  Lines  of  Promotion 

From:  Associate  Civil  Service  Examiner   (General);  Associate  Civil  Service 

Examiner  (Scientific,  Technical,  or  Professional). 
To:  Assistant  to  Chief  Civil  Service  Examiner;  Chief,  Examining  Division — 

Ci^l  Service  Commiasion. 

Compensation  for  Class 

Annual:  $2520-$264O-$276(>-$2880 
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Name  or  Group  of  Classes: 

SENIOR  CIVIL  SERVICE  EXAMINER  (SCIENTIFIC,  TECHNICAL,  OR 
PROFESSIONAL) 

Titles  of  Typical  Classes  in  Gboup: 

Senior  Civil  Service  Examiner  (Civil  Engineering  and  Languages) 
Senior  Civil  Service  Examiner  (Meclianical  and  Electrical  Engineering) 
Senior  Civil  Service  Examiner  (Law  and  Pedagogy)  c%^  *^ 

Specifications  of  Oaases  in  Group 
Duties: 

Under  admnistrative  direction,  to  be  responsible  for  a  primary  subdivision 
of  the  scientific,  technical,  or  professional  examining  work  of  the  Civil  Service 
Commission ;  to  supervise  the  work  of  examiners  of  the  same  or  lower  grade ; 
to  prepare,  rate,  or  supervise  the  preparation  and  rating  of  examinations  in- 
volving scientific,  technical,  or  professional  tests,  or  related  examinations  of  a 
high  order ;  to  pass  upon  difficult  and  Important  questions  regarding  the  prepara- 
tion and  rating  of  scientific,  technical,  or  professional  examinations,  such  as 
the  initiation  of  methods,  rules,  schedules,  and  instructions  for  rating,  the 
making  of  decisions  in  difficult  cases  and  the  formulation  and  interpretation 
of  rules  and  regulations  for  examining  procedure;  to  confer  and  to  cooperate 
with  departmental  representatives  concerning  the  preparation  and  rating  oi 
examinations  and  the  administration  of  the  Civil  Service  laws  and  rules;  aiid 
to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recogntzed  standing;  not  less  than  five  years*  successful  experi- 
ence along  lines  related  to  the  work  to  be  performed,  two  years  of  which  shall 
preferably  have  been  in  active  scientific,  technical,  or  professional  practice: 
thorough  knowledge  of  the  methods,  procedure,  or  processes  involved  In  the 
application  of  scientific,  technical,  or  professional  principles  to  commercial  or 
other  enterprises;  good  judgment  and  tact. 

Special  Qualifications: 

For  each  class  in  the  group,  specrlal  training  nnd  experience  in  a  given  field 
or  fields,  us  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From;  Associate  Civil  Service  Examiner  (Scientific,  Technical,  or  Professional!. 
To :  Chief,  Examining  Division — Civil  Service  Commission. 

Compensation  for  Classes  in  Group 
Annual :  $252M2640-$2760-$2880 


Title  of  Cu»lSs: 

CHIEF,  EXAMINING  DIVISION— CIVIL  SERVICE  COMMISSION 

Specifications  of  Class  2  ^  S 

Duties: 

Under  the  Chief  Civil  Service  Examiner,  to  direct,  coordinate,  and  supervise 
the  activities  of  the  Examining  Division  of  the  Civil  Service  Commission:  i^\ 
be  responsible  for  the  formulation,  arrangement,  conduct,  rating,  and  satisp" 
factory  progress  of  examinations  conducted  by  the  Civil  Service  Commission; 
to  install,  develop,  and  direct  the  maintenance  of  office  systems  and  devices; 
to  initiate  or  to  pass  upon   methods,   rules,  schedules,  and  instructions  for 
rating;   to  originate  and  to  pass  upon  correspondence  concerning  examining 
functions ;  to  initiate,  dii*ect  and  carry  out  important  investigations,  .such  ai 
investigations  of  irregularities  in  examinations,  and  of  violations  of  laws,  rules 
and  regulations,  involving  prosecutions  in  the  Federal  courts;  to  conduct  im«' 
portant  oral  examinations;  to  advise  upon  broad  questious  of  examining  policy •- 
to  prepare  regulations  for  the  proper  administration  of  Civil  Service  laws  and- 
rules;   to   oversee  conferences   with   departmental   representatives   concerning 
the  preparation  and  rating  of  examinations  and  the  administration  of  the  Civil 
Ser\'ice  laws  and  rules ;  and  to  perform  other  related  work. 
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Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^rree  from  an 
institution  of  recognir^ed  standing;  extended  experience  and  proven  ability  in 
rivil  Service  examining  work ;  knowledge  of  the  requirements  of  various  busi- 
nesses, trades,  occupations,  and  professions;  thorough  knowledge  of  modem 
employment  methods  and  technique  and  of  the  departmental  organization  and 
procedure  of  the  Gk)vemment ;  and  a  high  degree  of  administrative  ability. 

Principal  Lines  of  Promotion 

Trom:  Sailor  Civil  Service  Examiner  (Administrative)  ;  Senior  Civil  Service 

Examiner  (Scientific,  Technical,  or  Professional). 
To:  Chief  Civil  Service  Examiner. 

Compensation  for  Class 

Annnal :  |900(>^12(>-$3240-$8860 


Title  of  C^iJkss : 

ASSISTANT  TO  CHIEF  CIVIL  SERVICE  EXAMINER 

Specifications  of  Class  2 «)  x) 

Dntks: 

Under  general  direction,  to  assist  the  Chief  Civil  Service  Examiner  in  each 
matters  as  may  be  assigned  in  connection  with  the  work  of  his  office ;  to  review 
cases,  report  facts,  and  make  recommendations  to  the  Chief  Examiner  in  mat- 
ters to  be  brought  to  the  attention  of  the  Commission ;  to  meet  and  advise  the 
public  and  Crovernment  officials ;  to  handle  correspondence ;  occasionally  to  per- 
form work  as  field  representative  of  the  Commission ;  and  to  conduct  projects 
or  ioYestigatlons  as  assigned. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
nn institution  of  recognized  standing;  not  less  than  five  years'  experience  in  em- 
ployroent  management  or  Civil  Service  work;  good  address  and  tact. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Service  Examiner  (Administrative). 
T":  Chief  Civil  Service  Examiner. 

Compensation  for  Class 

Annual:  $24OO-4252O-|2640t-?2760. 


Title  of  Class  : 

CHIEF  CIVIL  SERVICE  EXAMINER 

^^  Speciilctton.  of  CI«s  2  0  ^ 

Tnder  the  Civil  Service  Commission,  to  assume  complete  responsibility  for 
&n  work  relating  to  the  receipt  and  disposal  of  applications  for  examinations, 
the  preparing,  printing,  and  rating  of  examination  papers  and  the  arrangement 
and  conduct  of  Civil  Service  examinations ;  to  have  general  supervision  over  the 
activities  of  the  Examining  and  the  Application  Divisions ;  to  supervise  the  sys- 
tem of  examinations  and  the  organization  and  procedure  of  local  examining 
boards  and  the  offices  of  District  Secretaries ;  to  pass  upon  broad  and  difficult 
nu«?tIons  of  policy,  procedure,  and  the  Interpretation  and  application  of  the 
^'Ivii  Service  laws  and  rules;  to  act  as  a  point  of  contact  between  the  Commis- 
J'i'm  and  chiefs  of  divisions ;  to  confer  and  cooperate  with  departmental  officials 
concerning  the  preparation  and  rating  of  examinations  and  the  administration  of 
the  Civil  Service  laws  and  rules ;  to  make  an  annual  report  to  the  Commission ; 
and  to  perform  other  related  work. 
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Qumlificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
nn  institution  of  recognized  standing;  extended  administrative  experience  in 
Civil  Service  examination  methods  or  employment  management ;  thorough  knowl- 
edge of  Civil  Service  examining  methods  and  technique  and  of  Civil  Service 
laws,  rules,  and  procedure;  wide  knowledge  of  the  departmental  organizatioD 
and  administrative  procedure  of  the  Government ;  a  high  d^^ree  of  administra- 
tive ability ;  good  address  and  tact. 

Principal  Lines  of  Promotion 

From:   Chief,  Examining  Division — Civil  Service  Commission;   Assistant  to 
Chief  Civil  Service  Examiner. 

Compensation  for  Class 

*       «       «r 


PERSONNEL  WORK,  GENERAL 


Title  or  Class: 

UNDER  PERSONNEL  CLERK 

Specifications  of  Class  9  f^  1 

Duties:  ^  ^  ^ 

To  perform,  under  immediate  supervision,  simple  routine  work,  usually  of  a 
miscellaneous  character,  involving  a  minimum  of  responsibility  and  initiative,  in 
connection  with  the  maintenance  of  files  and  records  and  the  preparati<Hi  of 
papers  Involved  In  the  work  of  a  personnel  of&ce ;  and  to  perform  related  work 
as  required. 

Examples:  Comparing  personnel  reports  or  military  orders  with  card  records; 
making  notations  on  register  cards ;  preparing  and  maintaining  directories  of 
employees  of  a  small  organization ;  typing  blank  forms  of  appointment,  transfer, 
or  other  notifications ;  maintaining  station  lists  of  Army  or  Navy  officers ;  look- 
ing up  information  for  correspondence  clerks;  answering  the  telephone. 

Qoalifications: 

Training  equivalent  to  that  represented  by  two  years  of  high  school ;  not  less 
than  six  months'  clerical  experience ;  and  some  typewriting  ability. 

Principal  Lines  of  Promotion 

From :  Under  Time  and  Pay  Roll  Clerk. 

To :  Junior  Personnel  Clerk ;  Junior  Time  and  Pay  Roll  Clerk. 

Compensation  for  Class 

Annual:  $126(>-$132(>-$1380 


Title  of  Class: 

JUNIOR  PERSONNEL  CLERK 

Specifications  of  Class  9  (^  Z 

Duties:  ^^^^ 

To  perform,  under  Immediate  supervision,  somewhat  specialized  yet  routine 
work  in  connection  with  the  personnel  administration  of  a  Government  organiza- 
tion or  branch;  to  prepare  records,  reports,  correspondence,  and  nottficatioos 
involved  in  applying  Civil  Service  laws  and  rules,  or  Army  or  Navy  laws  and 
regulations,  and  the  attendance,  efficiency,  or  other  regulations  of  the  establlsb* 
ment  relative  to  the  procurement  and  the  status  of  civilian,  enlisted  or  commis- 
sioned personnel ;  to  assist  superiors  on  personnel  matters ;  and  to  perform  re* 
la  ted  work  as  required. 

Examples :  Preparing  and  maintaining  service,  time,  efficiency,  or  qualification 
records ;  compiling  regular  and  special  reports,  such  as  those  to  disbursing  offi- 
cers, the  monthly  report  of  changes  to  the  Civil  Service  Commission,  and  leaves 
of  absence  and  other  reports  to  the  administrative  head  of  the  establishmeDt; 
checking  and  summarizing  field  records;  abstracting  application  papers;  pre- 
paring personnel  correspondence  along  fully  established  lines ;  receiving,  check- 
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ing,  and  reporting  on  certificates  issued  by  the  Civil  Service  Oommission ; 
preparing  the  records,  reports,  and  corre^ondence  involved  in  the  personnel 
work  of  a  small  executive  subsection ;  assisting  in  the  work  of  departmental 
training  schools. 

QnalifieatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
lesB  than  one  year's  clerical  experience,  preferably  involving  some  i)ersonnel 
work ;  and  knowledge  of  typewriting. 

Principal  Lines  of  Promotion 

From :  Under  Personnel  Clerk ;  Junior  Time  and  Pay  Roll  Clerk. 
To:  Senior  Personnel  Clerk. 

Compensation  for  Class 

Annual:  $1440-$150a-|1560 


Name  of  Gboup  of  Classes  : 
SENIOR  PERSONNEL  CLERK 

Titles  of  Typical  Classes  in  Gboup  : 

S«iii«r  Pereonnel  Clerk  O  r   ^ 

Senior  Personnel  Oerk  (Army)  CUiJ 

Senior  Personnel  Oerk '(Navy) 

Spedfications  of  Oasses  in  Group 

Duties: 

To  perform,  under  supervision,  responsible  or  important  clerical  work  in 
wnnection  with  the  personnel  administration ,  of  a  Government  organization  or 
branch;  to  assist  in  applying  Civil  Service  laws  and  rules,  or  Army  or  Navy 
taws  and  regulations,  and  the  attendance,  efficiency,  or  other  regulations  of 
the  establishment  relative  to  the  procurement  and  the  status  of  civilian,  en- 
listed, or  conunissioned  personnel;  to  assist  superiors  on  personnel  matters; 
and  to  perform  related  work  as  required. 

Examples:  Supervising  the  preparation  of  correspondence  regarding  official 
actioDs,  such  as  appointments,  promotions,  transfers,  reinstatements,  reductions, 
suspensions,  separations,  retirements,  details,  furloughs,  disciplinary  actions, 
travel  orders  and  authority  for  discharges  from  military  service;  supervising 
a  few  personnel  clerks,  time  and  pay  roll  clerks,  file  clerks,  stenographers, 
typists,  or  others  engaged  on  clerical  work  in  connection  with  personnel  records, 
rosters,  reports,  correspondence,  or  notifications ;  supervising  the  preparation  or 
checking  of  pay  rolls ;  ascertaining  the  availability  and  suitability  of  applicants 
through  personal  interviews,  correspondence  and  the  inspection  of  examination 
OT  application  papers ;  hearing  and  investigating  complaints  and  grievances  of 
employees  and  presenting  reports  thereon;  conducting  the  preparation  of  the 
records,  reports,  and  correspondence  involved  in  the  personnel  work  of  a  small 
admlQistrative  unit;  assisting  an  administrative  head  of  a  bureau  or  other 
similar  organization  unit  or  an  Army  or  Navy  officer  in  personnel  matters. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and  by 
not  less  than  two  years*  experience  as  a  Junior  Personnel  Clerk ;  preferably  good 
general  knowledge  of  the  scope,  structure,  and  functions  of  the  various  Govern- 
nient  establishments ;  supervisory  ability ;  pleasing  personality  and  tact. 

Special  Qnalifications: 

For  each  class  in  the  group,  practical  working  knowledge  of  laws  and  regu- 
lations relating  to  civilian.  Army,  or  Navy  personnel,  as  indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

Prom :  Junior  Personnel  Clerk. 
To:  Principal  Personnel  Clerk. 

Compensation  for  Classes  in  Group 

AQDnal:  $168(H;1740-$180(K41860 
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Name  of  Group  of  Classes  : 
PRINCIPAL  PERSONNEL  CLERK 

Titles  of  Typical  Classes  iw  QaotTP : 

Principal  Peraonnel  Clerk 

Principal  Personnel  Oerk  (Army) 

Principal  Personnel  Oerk  (Nayy)  o  r 

Specifications  of  Classes  in  Gronp 
Duties: 

To  perform,  under  general  supervision.  Important  work  involving  supenisory 
responsibility  or  the  exercise  of  Independent  Judgment  and  discretion  in  con- 
nection with  the  personnel  administration  of  a  Government  organization  or 
branch ;  to  administer  and  apply  or  to  assist  in  the  administration,  appllcatioii, 
and  enforcement  of  Civil  Service  laws  and  rules,  or  of  Army  or  Navy  regala 
tions,  and  the  attendance,  efficiency,  or  other  regulations  of  the  establishment 
relative  to  the  status  of  civilian,  enlisted,  or  commissioned  personnel ;  and  w 
perform  related  work  as  required. 

Examples :  Under  a  Personnel  Officer,  conducting  the  work  of  his  office  a»t 
acting  for  him  in  his  absence;  assisting  a  Senior  or  a  Chief  Personnel  Offi<K 
along  specific  lines  involving  supervisory  responsibility  or  special  abilitj. 
supervising  the  work  of  a  number  of  personnel  clerks,  stenographers,  typists. 
or  others  engaged  on  several  distinctive  kinds  of  work,  such  as  preparing  and 
maintaining  service,  time,  efficiency,  or  militar^^  strength  records,  conducting 
correspondence;  and  preparing  statistical  statements,  *or  supervising  a  law 
number  engaged  mainly  on  one  specific  line ;  supervising  the  preparation  of 
recommendations  or  military  orders  for  appointments,  promotions,  transfers 
reinstatements,  reductions,  separations,  furloughs,  and  assignments;  prpparins 
correspondence  from  Inspectors'  reports  in  cases  requiring  tact  and  diplomacy: 
supervising'  the  Issuing  of  travel  orders  and  the  preparation  and  checking  of 
pay  rolls ;  selecting  clerical  appointees  from  certificates  submitted  by  the  Civil 
Service  Commission ;  preparing  notices  concerning  the  application  of  decisions 
and  policies  in  personnel  matters. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  aad  by 
not  less  than  two  years*  experience  as  a  Senior  Personnel  Clerk ;  preferably  some 
college  training ;  good  general  knowledge  of  the  scope,  structure,  and  functions 
of  the  various  Government  establishments;  supervisory  ability;  and  pleasing 
personality. 

Special  Qualifications: 

Fur  each  class  in  the  group,  intimate  knowledge  of  laws,  regulations,  and 
procedure  relating  to  civilian,  Army,  or  Navy  personnel,  as  indicated  by  the 
title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Senior  Personnel  Clerk. 

To:  Head  Personnel  Clerk ;  Personnel  Officer. 

Compensation  for  Classes  in  Gro'up 

Annual:  $1980-$2100-|2220-^2340 


Name  of  Group  of  Classes  : 
HEAD  PERSONNEL  CLERK 

Titles  of  Typical  Classes  in  Group; 

Head  Personnel  Clerk  O  P  r 

Head  Personnel  Clerk  (Army)  ^00 

Head  Personnel  Clerk  (Navy) 

Specifications  of  Classes  in  Group 
Duties: 

To  perform,  under  direction,  work  of  an  executive  or  of  a  highly  speciali»?ti 
nature,  involving  large  supervisory  responsibility  or  the  exercise  of  mature 
judgment  and  discretion  in  connection  with  the  personnel  administration  of  a 


^ 
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GoYernment  organization  or  branch;  to  administer  and  apply  or  to  assist  in 
the  administration,  application,  and  enforcement  of  Civil  Service  laws  and  rules; 
or  of  Army  or  Navy  laws  and  regulations,  and  the  attendance,  efficiency,  or 
other  regulations  of  the  establishment  relative  to  the  procuremait  and  the 
status  of  civilian,  enlisted  or  commissioned  personnel;  to  supervise  recom- 
meDdations  and  correspondence  in  connection  with  personnel  matters;  and  to 
perform  other  related  work. 

Examples :  Under  a  Senior  or  a  Chief  Personnel  Officer,  conducting  the  work 
of  the  office  and  acting  for  him  in  his  absence ;  supervising,  personnel  clerks, 
time  and  pay-roll  clerks,  file  clerks,  stenographers,  typists,  or  others  engaged 
on  a  considerable  variety  of  work,  such  as  preparing  and  maintaining  service, 
time,  efficiency  or  qualifications  records,  conducting  correspondence,  and  prepar- 
ing statistical  statements ;  supervising  the  preparation  of  recommendations  or 
military  orders  for  appointments,  promotions,  transfers,  reinstatements,  re- 
(iuctions,  suspensions,  separations,  details,  furloughs,  assignments,  commenda- 
tions, censures,  discharges,  or  retirements;  reviewing  and  disposing  of  insi)ec- 
t'lrs'  reports;  directing  the  preparation  or  checking  of  pay  rolls;  selecting 
clerical  appointees  from  certificates  submitted  by  the  Civil  Service  Commission ; 
considering,  deciding,  and  disposing  of  questions  concerning  absences  from  offi- 
cial duty,  misconduct,  discipline,  and  other  questions  requiring  tact  and 
diplomacy. 

Common  Qualifications: 

Tnining  equivalent  to  that  represented  by  graduation  from  high  school  and 
bj  not  less  than  two  years'  experience  as  a  Principal  Personnel  Clerk ;  prefer- 
aWy  some  college  training ;  good  knowledge  of  the  scope,  structure,  and  func- 
tions of  the  various  Government  establishments ;  supervisory  ability  of  a  high 
order;  pleasing  personality  and  tact 

Special  Qnalifieationa: 

For  each  class  in  the  group,  thorough  knowledge  of  laws,  regulations,  and 
procedure  relating  to  civilian.  Army,  or  Navy  personnel,  as  Indicated  by  the  title 
^f  that  class. 

Principal  Lines  of  Promotion 

From:  Principal  Personnel  Clerk. 

To:  Senior  Personnel  Officer;  Chief  Personnel  Officer. 

Compensation  for  Classes  in  Group 

Annoal:  $240O-^252a-$2e40-$276O-^2880 


Trru  OF  Class  : 
PERSONNEL  OFFICER 

^  .  Specifications  of  Class  2  b  6 

Duties: 

Tnder  direction,  to  have  responsible  and  complete  charge  of  the  appoint- 
ment office  of  a  Government  organization  or  branch  of  relatively  small  size.  In 
which  the  appointment  work  involves  considerable  individual  responsibility, 
but  does  not  require  the  services  of  a  large  force  of  clerical  assistants,  nor 
tjie  control  of  a  large  variety  or  volume  of  personnel  work;  to  administer 
w  Civil  Service  laws  and  rules  and  the  regulations  and  policies  of  the  estab- 
iislimeDt  in  connection  with  the  procurement  and  the  status  of  employees;  to 
niaintaln  personnel  records ;  to  assist  superior  officials  in  personnel  matters ; 
to  vis€  the  personnel  recommendations  of  those  In  charge  of  subsidiary  units 
or  tlie  establishment ;  to  conduct  all  or  some  of  the  business  of  the  establish- 
iDent  with  the  Civil  Service  Commission ;  and  to  perform  other  related  work. 

QoaHfieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  responsible  clerical  and  personnel  work;  prefer- 
ably gome  university  training ;  thorough  knowledge  of  Civil  Service  laws,  rules 
»nd  procedure ;  good  judgment,  tact,  discretion,  and  good  address. 

Principal  Lines  of  Promotion 

^om:  Principal  Personnel  Clerk. 

To:  Senior  Personnel  Officer;  Chief  Personnel  Officer. 

Compensation  for  Class 

Annual:  |240(M2620-|2640-|2760-$2880 
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Principal  Lines  of  Promotion 

From:  Junior  Civil  Service  Examiner. 

To:  Associate  Civil  Service  Examiner  (General). 

Compensation  for  Class 

Annual:  $1740-$1800-$186(>^1920 


Title  of  Class: 

ASSOCIATE  CIVIL  SERVICE  EXAMINER  (GENERAL) 

Specifications  of  Class  9  %  a. 

Duties:  Cof 

Under  general  supervision,  (1)  to  be  responsible  for  a  primary  subdivision 
of  the  examining  work  of  the  Civil  Service  Commission,  not  involving  scien- 
tific, technical,  or  professional  tests ;  to  assign  work  to  Under  and  Junior  CivU 
Service  Examiners  and  to  be  responsible  for  the  efficient  discharge  of  their 
duties;  or  (2)  to  prepare  questions  and  keys  for.  to  rate,  and  to  supervise  the 
preparation  and  rating  of  examinations  of  a  clerical  and,  occasionally,  of  a 
more  difficult  nature ;  to  have  charge  of  the  examination  of  a  large  number  of 
candidates  in  stenography  and  typewriting  or  other  clerical  subjects  as  as- 
signed; and  to  perform  related  work  as  required. 

Qualifications; 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  experience  as  a  Junior  Civil  Service  Examiner,  or 
its  equivalent;  preferably  some  special  knowledge,  training,  or  experience 
along  scientific,  technical,  or  professional  lines;  good  judgment,  accuracy,  and 
tact. 

Principal  Lines  of  Promotion 

From :  Assistant  Civil  Service  Examiner ;  Junior  Civil  Service  Examiner. 
To:  Senior  Civil  Service  Examiner  (Administrative). 

Compensation  for  Class 

Annual:  $186O-$192a<$1980-$2040 


Name  of  Group  of  Classes  : 

ASSOCIATE  CIVIL  SERVICE  EXAMINER  (SCIENTIFIC,  TECHNICAL, 
OR  PROFESSIONAL) 

Titles  of  Typical  Classes  in  Group  : 

Associate  Ciyil  Service  Examiner  (Agriculture) 
Associate  Civil  Service  Examiner  (Chemistry  and  Physics) 
Associate  (}iyil  Service  Examiner  (Economics  and  Statistics)   O  ^  ^k 
Associate  Civil  Service  Examiner  (Civil  Engineering)  ^OO 

Associate  Civil  Service  Examiner  (Forestry  and  Creology) 
Associate  Civil  Service  Examiner  (Law,  Languages,  and  Pedagogy) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  prepare  and  to  rate  or  to  supervise  the  rating 
of  examinations  involving  scientific,  technical,  or  professional  tests,  or  other 
related  examinations  of  a  high  order;  to  prepare  or  assist  In  preparing  keys 
for  the  rating  of  such  examinations;  to  confer  and  to  cooperate  with  depart- 
mental representatives  concerning  the  preparation  and  rating  of  scientific,  tech- 
nical, or  professional  examinations  and  the  administration  of  the  Civil  Service 
laws  and  rules;  to  make  minor  investigations  as  assigned;  and  to  perform 
related  work  as  required. 
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Common  QiialificationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  not  less  than  three  years'  laboratory,  inves- 
tigational, examining,  or  other  practical  experience  along  lines  related  to  the 
work  to  be  performed ;  good  general  knowledge  of  the  methods,  procedure,  or 
processes  involved  in  the  application  of  sclentilic,  technical,  or  professional 
principles  in  commercial  or  other  enterprises ;  general  knowledge  of  the  require- 
ments of  various  businesses,  occupations,  and  professions;  good  judgment^ 
accuracy,  and  tact. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field  or 
fields,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To:  Senior  Civil   Service   Examiner    (Administrative)  ;    Senior   Civil    Service 
Examiner  (Scientific,  Technical,  or  Professional). 

Compensation  for  Classes  in  Group 

Annual:  $ld80-$2100^2220-$2340 


Title  of  CiIass  : 

SENIOR  CIVIL  SERVICE  EXAMINER  (ADMINISTRATIVE) 

Specifications  of  Class  2*)n 

Duties:  * 

Under  direction,  to  be  responsible  for  several  important  sections  of  the  exam- 
ining work  of  the  Civil  Sen-ice  Commission,  or,  under  the  Chief  of  the  Examin- 
ing Division,  to  conduct  the  work  of  the  Examining  Division,  and  to  act  for 
liim  in  his  absence;  to  supervise  and  direct  examiners  of  the  same  or  lower 
p*ades;  to  oversee  the  preparation  and  rating  of  examinations;  to  pass  upon 
difficult  and  important  questions  regarding  the  preparation  and  rating  of  exami- 
nations and  the  administration  of  the  laws  and  rules  applicable  thereto,  such  as 
tlie  initiation  of  methods,  rules,  schedules,  and  instructions  for  rating,  the  mak- 
ing of  decisions  in  difiScult  cases,  and  the  formulation  and  interpretation  of 
rules  and  regulations  for  examining  procedure;  to  conduct  oral  examinations; 
to  direct  and  supervise  the  conducting  of  written  or  practical  examinations ;  to 
I)erform  important  departmental  and  field  investigations ;  to  advise  the  public ; 
to  confer  and  cooperate  w^ith  departmental  representatives  regarding  the  prepa- 
ration and  rating  of  examinations  and  the  administration  of  the  Civil  Service 
laws  and  rules ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  five  years*  successful  respon- 
sible experience  in  Civil  Service  examining  work ;  some  special  knowledge  along^ 
scientific,  technical,  or  professional  lines ;  wide  knowleJdge  of  the  requirements  of 
businesses,  trades,  occupations,  and  professions;  thorough  knowledge  of  Civil 
Service  laws,  rules,  and  procedure;  supervisory  ability;  good  Judgment,  good 
address,  and  tact. 

Principal  Lines  of  Promotion 

From:  Associate  Civil  Service  Examiner   (General);  Associate  Civil  Service 

Examiner  (Scientific,  Technical,  or  Professional). 
To:  Assistant  to  Chief  dSivil  Service  Examiner;  Chief,  Examining  Division — 

Civil  Service  Commission. 

Compensatton  for  Class 

Annual:  $2520^264<V-^27e0-$2880 
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Name  of  Group  of  Classes: 

SENIOR  CIVIL  SERVICE  EXAMINER  (SCIENTIFIQ  TECHNICAL,  OR 
PROFESSIONAL) 

Titles  of  Typical  Classes  in  Group: 

Senior  CiTil  Service  Examiner  (Civil  Engineering  and  Languages) 
Senior  Civil  Service  Examiner  (Mechanical  and  Electrical  Engineering) 
Senior  Civil  Service  Examiner  (Law  and  Pedagogy)  O^  ^ 

Specifications  of  Classes  in  Group 
Duties: 

Under  admnlstrative  direction,  to  be  responsible  for  a  primary  subdivision 
of  the  scientific,  technical,  or  professional  examining  work  of  the  Civil  Service 
Commission;  to  supervise  the  work  of  examiners  of  the  same  or  lower  grade; 
to  prepare,  rate,  or  supervise  the  preparation  and  rating  of  examinations  in- 
volving scientific,  technical,  or  professional  tests,  or  related  examinations  of  a 
high  order ;  to  pass  upon  difficult  and  important  questions  regarding  the  prepara- 
tion and  rating  of  scientific,  technical,  or  professional  examinations,  such  as 
the  initiation  of  methods,  rules,  schedules,  and  instructions  for  rating,  tiie 
making  of  decisions  in  difficult  case»  and  the  formulation  and  interpretation 
of  rules  and  regulations  for  examining  procedure;  to  confer  and  to  cooperate 
with  departmental  representatives  concerning  the  preparation  and  rating  of 
examinations  and  the  administration  of  the  Civil  Service  laws  and  rules;  aud 
to  i)erform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  au 
institution  of  recognized  standing;  not  less  than  five  years'  successful  experi- 
ence along  lines  related  to  the  work  to  be  performed,  two  years  of  which  shall 
preferably  have  been  in  active  scientific,  technical,  or  professional  practice; 
thorough  knowledge  jot  the  methods,  procedure,  or  processes  involved  in  the 
application  of  scientific,  technical,  or  professional  principles  to  commercial  or 
other  enterprises;  good  Judgment  and  tact. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  In  a  given  field 
or  fields,  us  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Prom:  Associate  Civil  Service  Examiner  (Scientific,  Technical,  or  Professional). 
To :  Chief,  Examining  Division— Civil  Service  Commission. 

Compensation  for  Classes  in  Group 

Annual:  $252a-$2640-$2760-$2880 


Title  of  Class  : 

CHIEF,  EXAMINING  DIVISIONr-CIVIL  SERVICE  COMMISSION 

Specifications  of  Class  2  ^  S 

Duties: 

Under  the  Chief  Civil  Service  Examiner,  to  direct,  coordinate,  and  snpenise 
the  activities  of  the  Examining  Division  of  the  Civil  Sei-vlce  Commission;  to 
be  responsible  for  the  formulation,  arranj?ement,  conduct,  rating,  and  satis- 
factory progress  of  examinations  conducted  by  the  Civil  Service  Commission; 
to  install,  develop,  and  direct  the  maintenance  of  office  systems  and  devices; 
to  initiate  or  to  pass  upon  method.s,  rules,  schedules,  and  instructions  for 
rating;  to  orijrinate  and  to  pass  upon  correspondence  concerning  examining 
functions ;  to  initiate,  direct  and  carry  out  Important  investigations,  ^uch  as 
investigations  of  Irregularities  in  examinations,  and  of  violations  of  laws,  rules, 
and  regulations,  involving  prosecutions  in  the  Federal  courts;  to  conduct  im- 
portant oral  examinations;  to  advise  upon  broad  questions  of  examining  policy; 
to  prepare  regulations  for  the  proper  administration  of  Civil  Service  laws  and 
rules;  to  oversee  conferences  with  departmental  representatives  concerning 
the  preparation  and  rating  of  examinations  and  the  administration  of  the  Civil 
Service  laws  and  rules;  and  to  perform  other  related  work. 
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Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing;  extended  experience  and  proven  ability  in 
Civil  Service  examining  work ;  knowledge  of  the  requirements  of  various  busi- 
nesses, trades,  occupations,  and  professions;  thorough  knowledge  of  modem 
employment  methods  and  technique  and  of  the  departmental  organization  and 
procedure  of  the  Government ;  and  a  high  degree  of  administrative  ability. 

Principal  Lines  of  Promotion 

I'rom:  Senior  Civil  Service  Examiner  (Administrative);  Senior  Civil  Service 

Examiner  (Scientific,  Technical,  or  Professional). 
To:  Chief  Civil  Service  Examiner. 

Compensation  for  Class 

Annoal:  $300(M8120-^3240-$3360 


Tmz  OF  C!lass  : 

ASSISTANT  TO  CHIEF  CIVIL  SERVICE  EXAMINER 

Spediications  of  Class  2 «)  J 

Duties: 

Under  general  direction,  to  assist  the  Chief  Civil  Service  Examiner  in  such 
matters  as  may  be  assigned  in  connection  with  the  work  of  his  office ;  to  review 
cases,  report  facts,  and  make  recommendations  to  the  Chief  Examiner  in  mat- 
ters to  be  brought  to  the  attention  of  the  Commission ;  to  meet  and  advise  the 
public  and  Government  officials ;  to  handle  correspondence ;  occasionally  to  per- 
form work  as  field  representative  of  the  Commission ;  and  to  conduct  projects 
ur  investigations  as  assigned. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  not  less  than  five  years'  experience  in  em- 
ployment management  or  Civil  Service  work ;  good  address  and  tact. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Service  Examiner  (Administrative). 
To:  Chief  Civil  Service  Examiner. 

Compensation  for  Class 

Annual:  |24O(V-^252O-|264O-$2760. 


Title  of  Class  : 

CHIEF  CIVIL  SERVICE  EXAMINER 

Specifications  of  Class  2  b  ^  ^ 

Duties: 

Under  the  Civil  Service  Commission,  to  assume  complete  responsibility  for 
all  work  relating  to  the  receipt  and  disposal  of  applications  for  examinations, 
the  preparing,  printing,  and  rating  of  examination  papers  and  the  arrangement 
and  conduct  of  Civil  Service  examinations ;  to  have  general  supervision  over  the 
activities  of  the  Examining  and  the  Application  Divisions ;  to  supervise  the  sys- 
tem of  examinations  and  the  organization  and  procedure  of  local  examining 
lH)ards  and  the  offices  of  District  Secretaries ;  to  pass  upon  broad  and  difficult 
questions  of  policy,  procedure,  and  the  interpretation  and  application  of  the 
Civil  Service  laws  and  rules ;  to  act  as  a  point  of  contact  between  the  Commis- 
sion and  chiefs  of  divisions ;  to  confer  and  cooperate  with  departmental  officials 
concerning  the  preparation  and  rating  of  examinations  and  the  administration  of 
the  Civil  Service  laws  and  rules ;  to  make  an  annual  report  to  the  Commission ; 
and  to  perform  other  related  work. 
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Qumlificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
fin  Institution  of  recognized  standing ;  extended  administrative  experience  In 
Civil  Service  examination  methods  or  employment  management ;  thorough  knowl- 
edge of  Civil  Service  examining  methods  and  technique  and  of  Civil  Service 
laws,  rules,  and  procedure;  wide  knowledge  of  the  departmental  organization 
and  administrative  procedure  of  the  Government ;  a  high  degree  of  administra- 
tive ability ;  good  address  and  tact 

Principal  Lines  of  Promotion 

From:  Chief,  Examining  Division — Civil  Service  Commission;   Assistant  to 
Chief  Civil  Service  Examiner. 

Compensation  for  Class 

«       *       «r 


PERSONNEL  WORK,  GENERAL 


Title  or  Class: 

UNDER  PERSONNEL  CLERK 

Specifications  of  Class  9  (-i  ^ 

Duties:  ^  ^^  ^ 

To  perform,  under  Immediate  supervision,  simple  routine  work,  usually  of  a 
miscellaneous  character,  Involving  a  minimum  of  responsibility  and  initiative,  in 
connection  with  the  maintenance  of  flies  and  records  and  the  preparation  of 
papers  Involved  in  the  work  of  a  personnel  office ;  and  to  perform  related  work 
as  required. 

Examples :  Comparing  personnel  reports  or  military  orders  with  card  records; 
making  notations  on  register  cards ;  preparing  and  maintaining  directories  of 
employees  of  a  small  organization ;  typing  blank  forms  of  appointment,  transfer, 
or  other  notifications ;  maintaining  station  lists  of  Army  or  Navy  officers ;  look- 
ing up  Information  for  correspondence  clerks ;  answering  the  telephone. 

Qualifications: 

Training  equivalent  to  that  represented  by  two  years  of  high  school ;  not  less 
than  six  months'  clerical  experience ;  and  some  typewriting  ability. 

Principal  Lines  of  Promotion 

From :  Under  Time  and  Pay  Roll  Clerk. 

To :  Junior  Personnel  Clerk ;  Junior  Time  and  Pay  Roll  Clerk. 

Compensation  for  Class 

Annual:  $126(>-$132(>-$1380 


Title  of  Class: 

JUNIOR  PERSONNEL  CLERK 

Specifications  of  Class  9  i\  '/^ 

Duties:  ^^'^ 

To  perform,  under  Immediate  supervision,  somewhat  specialized  yet  routine 
work  In  connection  with  the  personnel  administration  of  a  Qovemment  organiza- 
tion or  branch;  to  prepare  records,  reports,  correspondence,  and  notifications 
Involved  in  applying  Civil  Service  laws  and  rules,  or  Army  or  Navy  laws  and 
regulations,  and  the  attendance,  efficiency,  or  other  regulations  of  the  establish- 
ment relative  to  the  procurement  and  the  status  of  civilian,  enlisted  or  commis- 
sioned personnel ;  to  assist  superiors  on  personnel  matters ;  and  to  perform  re- 
lated work  as  required. 

Examples :  Preparing  and  maintaining  service,  time,  efficiency,  or  qualification 
records ;  compiling  regular  and  special  reports,  such  as  those  to  disbursing  offi- 
cers, the  monthly  report  of  changes  to  the  Civil  Service  Commission,  and  leaves 
of  absence  and  other  reports  to  the  administrative  head  of  the  establishment; 
checking  and  summarizing  field  records;  abstracting  application  papers;  pre- 
paring personnel  correspondence  along  fully  established  lines ;  receiving,  check- 
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iDg,  and  reportiDg  on  certificates  issued  by  the  Civil  Service  Ck>mmi8Sion ; 
preparing  the  records,  reports,  and  correspondence  involved  in  the  personnel 
work  of  a  small  executive  subsection ;  assisting  in  the  work  of  departmental 
training  schoola 

QnaliilcatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  clerical  experience,  preferably  involving  some  personnel 
work ;  and  knowledge  of  typewriting. 

Principal  Lines  of  Promotion 

From :  Under  Personnel  Clerk ;  Junior  Time  and  Pay  Roll  Clerk. 
To :  Senior  Personnel  Clerk.  ^ 

Compensation  for  Class 

ADnnal:  |144(M150(M1560 


Name  of  Gbotjp  of  Classes  : 
SENIOR  PERSONNEL  CLERK 

TnLEB  OF  Ttpicai.  Classes  in  Gboup  : 

Senior  Personnel  Clerk  o  r    ^ 

Senior  Personnel  Clerk  (Army)  diio 

Senior  Personnel  Clerk '(Nstj) 

Specifications  of  Classes  in  Group 
Dotics: 

To  perform,  under  supervision,  responsible  or  important  clerical  work  in 
connection  with  the  personnel  administration, of  a  Government  organization  or 
branch;  to  assist  in  applying  Civil  Service  laws  and  rules,  or  Army  or  Navy 
laws  and  regulations,  and  the  attendance,  efficiency,  or  other  regulations  of 
the  establishment  relative  to  the  procurement  and  the  status  of  civilian,  en- 
listed, or  commissioned  personnel;  to  assist  superiors  on  personnel  matters; 
and  to  perform  related  work  as  required. 

Examples:  Supervising  the  preparation  of  correspondence  regarding  official 
actions,  such  as  appointments,  promotions,  transfers,  reinstatements,  reductions, 
saspensions,  separations,  retirements,  details,  furloughs,  disciplinary  actions, 
travel  orders  and  authority  for  discharges  from  military  service;  supervising 
a  few  personnel  clerks,  time  and  pay  roll  clerks,  ffle  clerks,  stenographers, 
typists,  or  others  engaged  on  clerical  work  in  connection  with  personnel  records, 
rosters,  reports,  correspondence,  or  notifications ;  supervising  the  preparation  or 
checking  of  pay  rolls ;  ascertaining  the  availability  and  suitability  of  applicants 
through  personal  interviews,  corresfpondence  and  the  inspection  of  examination 
or  application  papers ;  hearing  and  investigating  complaints  and  grievances  of 
employees  and  presenting  reports  thereon;  conducting  the  preparation  of  the 
records,  reports,  and  correspondence  involved  in  the  personnel  work  of  a  small 
administrative  unit;  assisting  an  administrative  head  of  a  bureau  or  other 
similar  organization  unit  or  an  Army  or  Navy  officer  in  personnel  matters. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and  by 
not  less  than  two  years'  experience  as  a  Junior  Personnel  Clerk ;  preferably  good 
general  knowledge  of  the  scope,  structure,  and  functions  of  the  various  Govern- 
ment establishments;  supervisory  ability;  pleading  personality  and  tact. 

Special  Qnalifications: 

For  each  class  in  the  group,  practical  working  knowledge  of  laws  and  regu- 
lations relating  to  civilian.  Army,  or  Navy  personnel,  as  indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

From:  Junior  Personnel  Clerk. 
To:  Principal  Personnel  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $1680-^1740^1800-41860 
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Name  of  Group  of  Classes  : 
PRINCIPAL  PERSONNEL  CLERK 

Titles  of  Typical  Classes  in  Group: 

Principal  Peraonnel  Clerk 

Principal  Personnel  Clerk  (Army) 

Principal  Personnel  Clerk  (Nayy)  o  p 

Specifications  of  Classes  in  Group 
Duties: 

To  perform,  under  general  supervision,  important  work  Involving  supervisory 
responsibility  or  the  exercise  of  independent  Judgment  and  discretion  In  con- 
nection wltli  the  personnel  administration  of  a  Government  organization  or 
branch ;  to  administer  and  apply  or  to  assist  in  the  administration,  application, 
and  enforcement  of  Civil  Service  laws  and  rules,  or  of  Army  or  Navy  regula- 
tions, and  the  attendance,  efficiency,  or  other  regulations  of  the  establishment 
relative  to  the  status  of  civilian,  enlisted,  or  commissioned  personnel ;  and  to 
perform  related  work  as  required. 

Examples:  Under  a  Personnel  Officer,  conducting  the  work  of  his  office  and 
acting  for  him  In  his  absence;  assisting  a  Senior  or  a  Chief  Personnel  Officer 
along  specific  lines  Involving  supervisory  responsibility  or  special  ability; 
supervising  the  work  of  a  number  of  personnel  clerks,  stenographers,  typists, 
or  otheri^  engaged  on  several  distinctive  kinds  of  work,  such  as  preparing  and 
maintaining  service,  time,  efficiency,  or  mllitarj'  strength  records,  conducting 
correspondence;  and  preparing  statistical  statements,  'or  supervising  a  large 
number  engaged  mainly  on  one  specific  line;  supervising  the  preparation  of 
recommendations  or  military  orders  for  appointments,  promotions,  transfers, 
reinstatements,  reductions,  separations,  furloughs,  and  assignments;  preparing 
correspondence  from  inspectors*  reports  in  cases  requiring  tact  and  diplomacy; 
supervising'  the  Issuing  of  travel  orders  and  the  preparation  and  checking  of 
pay  rolls ;  selecting  clerical  appointees  from  certificates  submitted  by  the  Civil 
Service  Commission ;  preparing  notices  concerning  the  application  of  decisions 
and  policies  in  personnel  matters. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and  by 
not  less  than  two  years'  experience  as  a  Senior  Personnel  Clerk ;  preferably  some 
college  training;  good  general  knowledge  of  the  scope,  structure,  and  functions 
of  the  various  Government  establishments;  supervisory  ability;  and  pleasing 
personality. 

Special  Qualifications: 

For  each  class  in  the  group,  intimate  knowledge  of  laws,  regulations,  and 
procedure  relating  to  civilian,  Army,  or  Navy  personnel,  as  indicated  by  the 
title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Senior  Personnel  Clerk. 

To:  Head  Personnel  Clerk;  Personnel  Officer. 

Compensation  for  Classes  in  Gro'up 

Annual:  $1980-^2100-|2220-$2340 


Name  of  Group  of  Classes: 
HEAD  PERSONNEL  CLERK 

Titles  of  Typical  Classes  in  Gboup: 

Head  Personnel  Clerk  O  C  ^ 

Head  Personnel  Clerk  (Army)  ^  v>  0 

Head  Personnel  Clerk  (Navy) 

Specifications  of  Qasses  in  Group 
Duties: 

To  perform,  under  direction,  work  of  an  executive  or  of  a  highly  specialized 
nature,  involving  large  supervisory  responsibility  or  the  exercise  of  mature 
judgment  and  discretion  in  connection  with  the  personnel  administration  of  a 
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Government  organization  or  branch;  to  administer  and  apply  or  to  assist  in 
the  administration,  application,  and  enforcement  of  Civil  Service  laws  and  rules; 
or  of  Army  or  Navy  laws  and  regulations,  and  the  attendance,  efficiency,  or 
other  regulations  of  the  establishment  relative  to  the  procuremait  and  the 
status  of  civilian,  enlisted  or  commissioned  personnel;  to  supervise  recom- 
meodations  and  correspondence  in  connection  with  personnel  matters;  and  to 
perform  other  related  work. 

Examples :  Under  a  Senior  or  a  Chief  Personnel  Officer,  conducting  the  work 
of  the  office  and  acting  for  him  in  his  absence ;  supervising  personnel  clerks, 
rime  and  pay-roll  clerka  file  clerks,  stenographers,  typists,  or  others  engaged 
on  a  considerable  variety  of  work,  such  as  preparing  and  maintaining  service, 
time,  efficiency  or  qualifications  records,  conducting  correspondence,  and  prepar- 
ing statistical  statements;  supervising  the  preparation  of  recommendations  or 
military  orders  for  appointments,  promotions,  transfers,  reinstatements,  re- 
ductions, suspensions,  separations,  details,  furloughs,  assignments,  commenda- 
tions, censures,  discharges,  or  retirements;  reviewing  and  disposing  of  inspec- 
tors' reports;  directing  the  preparation  or  checking  of  pay  rolls;  selecting 
clerical  apiwintees  from  certificates  submitted  by  the  Civil  Service  Commission ; 
considering,  deciding,  and  disposing  of  questions  concerning  absences  from  offi- 
cial duty,  misconduct,  discipline,  and  other  questions  requiring  tact  and 
(liplomacy. 

CoBBon  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  not  less  than  two  years'  experience  as  a  Principal  Personnel  Clerk ;  prefer- 
ably some  college  training;  good  knowledge  of  the  scope,  structure,  and  func- 
tions of  the  various  Government  establishments ;  supervisory  ability  of  a  high 
order ;  pleasing  personality  and  tact. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  laws,  regulations,  and 
procedure  relating  to  civilian.  Army,  or  Navy  personnel,  as  indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

From:  Principal  Personnel  Clerk. 

To:  Senior  Personnel  Officer;  Chief  Personnel  Officer. 

Compensation  for  ClaMea  in  Group 

Annual:  $240a-$2520-$2e40-|2760-$2880 


Tttle  of  Class  : 

PERSONNEL  OFFICER 

Spedfications  of  Class  2  ()  i) 

Duties: 

Under  direction,  to  have  responsible  and  complete  charge  of  the  appoint- 
ment office  of  a  Government  organization  or  branch  of  relatively  small  size,  in 
which  the  appointment  work  involves  considerable  individual  responsibility, 
but  does  not  require  the  services  of  a  large  force  of  clerical  assistants,  nor 
the  control  of  a  large  variety  or  volume  of  personnel  work;  to  administer 
the  Civil  Service  laws  and  rules  and  the  regulations  and  policies  of  the  estab- 
lishment in  connection  with  the  procurement  and  the  status  of  employees;  to 
maintain  personnel  records;  to  assist  superior  officials  in  personnel  matters; 
to  vis6  the  personnel  recommendations  of  those  in  ehiirpe  of  subsidiary  units 
of  the  establishment ;  to  conduct  all  or  some  of  the  business  of  the  establish- 
ment with  the  Civil  Service  Commission;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  responsible  clerical  and  personnel  work;  prefer- 
ably some  university  training ;  thorough  knowledge  of  Civil  Service  laws,  rules 
and  procedure ;  good  judgment,  tact,  discretion,  and  good  address. 

Principal  Lines  of  Promotion 

From:  Principal  Personnel  Clerk. 

To :  Senior  Personnel  Officer ;  Chief  Personnel  Officer. 

Compensation  for  Class 

Annual:  |2400-|252(>-|2640-$2760-^2880 
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Title  of  Cmss  : 

SENIOR  PERSONNEL  OFFICER 

Specifications  of  Class  c\n  ^ 

Duties:  2t)  ^ 

Under  general  administrative  direction  in  a  large  Government  organizatiou 
or  branch,  to  have  responsible  and  complete  charge  of  the  appointment  office, 
the  management  of  which  requires  ability  and  wide  experience  (1)  because  of 
the  large  size  of  the  organization  and  the  number  of  the  subsidiary  appoint- 
ment offices,  or  (2)  because  of  the  wide  variety  of  personnel  functions,  tlie 
volume  of  work  handled,  and  the  number  and  rank  of  subordinates  directly 
supervised,  or  (3)  because  of  the  wide  range  and  high  degree  of  independent 
authority  involved,  or  (4)  because  of  a  combination  of  those  or  other  valid 
reasons;  to  administer  the  Civil  Service  laws  and  rules  and  the  regulations 
and  policies  of  the  establishment  in  connection  with  the  procurement  and  the 
status  of  employees ;  to  maintain  personnel  records ;  to  determine  and  to  assist 
other  administrative  officials  in  determining  broad  and  difficult  questions  of 
personnel  policy ;  to  vis^  and  to  criticise  the  personnel  recommendations  of 
those  in  charge  of  subsidiary  imits  of  the  establishment;  to  act  as  a  point 
of  contact  between  the  Civil  Service  Commission,  the  personnel  officers  of  sub- 
sidiary administrative  units,  and  other  administrative  officials  of  the  estab- 
lishment ;  and  to  perform  othc;r  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  flrom  high  school; 
preferably  some  university  training;  not  less  than  four  years*  successful  ad- 
mi  nistrative  work,  at  least  two  years  of  which  shall  have  been  in  personnel 
administration  or  employment  management;  a  high  order  of  administrative 
ability;  good  Judgment;  thorough  knowledge  of  Civil  Service  laws,  rules  and 
procedure,  and  the  laws,  decisions  and  regulations  relating  to  appropriations 
and  expenditures;  tact,  discretion,  and  good  address. 

Principal  Lines  of  Promotion 

From :  Head  Personnel  Clerk ;  Personnel  Officer. 
To :  Chief  Personnel  Officer. 

Compensation  for  Class 

Annual:  $300a-^120-$3240-^3360 


Title  of  Class: 

CHIEF  PERSONNEL  OFFICER 

Specifications  of  Class  O  (^  C 

Duties:  ^^^O 

Under  general  admini^  trative  direction,  to  have  responsible  and  complete 
charge  of  personnel  work  involving  the  broadest  responsibility,  and  requiring 
long  experience,  such  as  managing  the  central  appointment  office  of  the  War, 
Treasury  or  Navy  Department ;  to  administer  and  apply  the  Civil  Service  laws 
and  rules  and  the  regulations  and  policies  of  the  establishment  in  connection 
with  the  procurement  and  the  status  of  employees;  to  maintain  personnel  rec- 
ords; to  vis6  and  criticize  the  personnel  recommendations  of  those  in  charge 
of  subsidiary  administrative  units  of  the  establishment;  to  determine  and  to 
assist  administrative  officials  in  determining  broad  questions  of  personnel 
policy ;  to  act  as  a  point  of  contact  between  the  Civil  Service  Commission,  the 
personnel  officers  of  subsidiary  administrative  units,  and  other  administra- 
tive officials  of  the  establishment;  and  to  perform  other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  university  training;  not  less  than  five  years'  successful  ad- 
ministrative work,  at  least  three  years  of  which  shall  have  been  in  personnel 
administration  or  employment  management;  thorough  knowledge  of  Civil 
Service  laws,  rules,  and  procedure,  and  the  laws,  decisions,  and  regulations 
relative  to  appropriations  and  expenditures;  a  high  order  of  administrative 
ability ;  good  Judgment,  tact,  discretion,  and  good  address. 
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Principal  lines  of  Promotion 

From:  Head  Personnel  Clerk;  Senior  Personnel  Officer;  Personnel  Officeri 

Compensation  for  Class 

Annual:  $324<M336a-$d48(M8600 


Tttle  of  Class  : 

JUNIOR  PERSONNEL  INSPECTOR 

Specifications  of  Class  O  C  (\ 

Duties:  CU  J 

Under  general  sui)ervislon,  to  investigate  and  report  on  personnel  ca.^'es  In- 
volving such  aspects  as  misconduct,  irregularities,  accidents  or  injuries;  and 
to  perform  related  work  as  required. 

Examples:  Inve>~tigating  the  fitness  for  appointment  of  prospective  employ- 
ees ;  examining  for  completene  s  of  data  recommendations  for  appointment  re- 
ferred for  investigations;  having  charge  of  confidential  personnel  flies;  inter- 
viewing Injured  employees  and -their  witnesses;  maldng  reports  of  Injuries  to 
United  States  Employee?^  Compensation  Commission;  investigating  and  re- 
porting on  absences  without  leave. 

Qualifications:  * 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  to  collect  and  present  evidence;  accuracy,  tact,  and  good  Judgment. 

Principal  Lines  of  Promotion 

To:  Senior  Personnel  Inspector. 

Compensation  for  Class 

Annual:  $162(M168a-|1740-$1800 


Title  of  Class: 

SENIOR  PERSONNEL  INSPECTOR 

Specifications  of  Class  9*Z  ,\ 

Duties:  ^  C  I  U 

Under  general' supervision,  to  review  evidence  in  cases  involving  miscondnct 
or  Irregnlarities  of  employees;  to  secure  the  completion  of  evidence  in  cases 
submitted  In  Incomplete  form ;  to  prepare  such  cases  for  presentation  to  an  ad- 
ministrative head  and  to  recommend  appropriate  action  by  him ;  to  investigate 
cases  of  Irregularities  or  misconduct  which  require  investigation  by  an  agency 
outside  of  the  organizations  concerned,  or,  at  times,  to  supervise  such  work; 
and  to  perform  related  work  as  required. 

QvalificatiMs: 

Trainlnfir  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  legal  training  highly  desirable;  Judicial 
temperament;  tact,  good  Judgment,  and  discretion. 

Principal  Lines  of  Promotion 

From:  Junior  Personnel  Inspector. 

Compensation  for  Class 

Annual:  $2100-^222(V4234O42460 


TIME  KEEPING  AND  PAY  ROLL  WORK 


TiTix  or  Class  : 

UNDER  TIME  AND  PAY-ROLL  CLERK 

Duties:  Specifications  of  Class  271 

To  perform,  under  immediate  supervision,  the  simplest  routine  work  in  re- 
cording, computing,  checking,  and  summarizing  the  working  time  of  employees 
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of  a  Government  organization;  to  assist  In  preparing  pay  rolls  and  In  com- 
piling time,  cost,  attendance,  or  similar  reports;  to  assist  Junior  and  Senior 
Time  and  Pay  Roll  Clerks;  and  to  perform  related  clerical  work  as  required. 
Examples:  Recording  pay-roll  increases  or  decreases;  sorting,  preparing, 
and  assisting  in  the  distribution  of  pay  checks ;  posting  from  daily  time  or 
work  reports  to  time  cards  or  time  sheets ;  personally  conducting  a  very  small 
time-keeping  unit;  preparing  pay  rolls  for  a  very  small  group  of  employees; 
recording,  checking,  and  filing  applications  for  leaves  of  absence,  daily  time 
or  work  reports,  or  employees'  temporary  passes ;  keeping  a  record  of  personal 
data  of  employees,  such  as  addresses  and  telephone  numbers. 

Qualifications: 

Common-school  education ;  some  similar  clerical  experience ;  preferably  some 
knowledge  of  typewriting ;  and  accuracy. 

Principal  Lines  of  Promotion 

To :  Junior  Time  and  Pay-Roll  Clerk ;  Under  Personnel  Clerk. 

Compensation  for  Class 

Annual:  $120(K1260-fl320 


Tptle  of  Class  : 

JUNIOR  TIME  AND  PAY-ROLL  CLERK 

Specifications  of  Class  272 

Duties: 

To  perform,  under  supervision,  responsible  work  In  the  operation  of  time- 
keeping methods  and  devices  and  in  the  application  of  attendance  rules,  regula- 
tions, and  decisions,  as  involved  In  recording,  computing,  checking,  and  sura- 
marlzing  the  working  time  of  employees  of  a  Government  organization;  to 
prepare  pay  rolls  and  compile  time,  cost,  attendance,  oi:  similar  reports;  In 
some  cases  to  supervise  a  small  number  of  Under  Time  and  Pay-roll  Clerks; 
and  to  perform  related  clerical  work  as  required. 

Examples:  Conducting  a  small  time-keeping  section;  distributing  time  and 
pay  to  particular  projects ;  compiling  time  or  work  reports ;  Issuing  employees' 
temporary  passes;  visaing  applications  for  leave  of  absence;  distributing  pay 
checks;  preparing  pay  rolls  and  correcting  errors  and  omissions;  preparing 
lists  of  pay-roll  deductions  and  "holds"  for  salary  checks;  balancing  dis- 
tribution sheets  against  pay  rolls  and  dally  time  records;  handling  travel  and 
other  authorizations ;  verifying  time  reports  of  field  employees ;  conducting 
routine  correspondence  incidental  to  this  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  two  years  of  high  school;  not 
less  than  one  year's  experience,  Involving  bookkeeping,  time  keeping,  prepara- 
tion of  pay  rolls,  or  similar  work,  preferably  as  an  Under  Time  and  Pay-roll 
Clerk;  ability  to  compute  accurately;  knowledge  of  Government  attendance 
rules,  regulations,  and  decisions;  and  ability  to  typewrite. 

Principal  Lines  of  Promotion 

From :  Under  Time  and  Pay-roll  Clerk ;  Under  Personnel  Clerk. 
To :  Senior  Time  and  Pay-roll  Clerk ;  Junior  Personnel  Clerk. 

Compensation  for  Class 

Annual:  $1380-$1440-*1500 


Title  ot  Class  : 

SENIOR  TIME  AND  PAY-ROLL  CLERK 

Specifications  of  Class  C  4  O 

Duties: 

Under  general  supervision,  (1)  to  assist  a  Principal  Time  and  Pay-roll  Clerk 
or  other  superior  in  conducting  the  time-keeping  work  of  a  large  Government 
organization  and  to  act  for  ^im  in  his  absence;  or  (2)  to  supervise  a  ntunber 
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t)f  subordinate  Time  and  Pay-roll  Clerks  and  others  engaged  In  routine  work  in 
connection  with  the  operation  of  time-keeping  methods  and  devices  and  the 
application  of  attendance  rules,  regulations,  and  decisions  as  involved  In  record- 
ing, computing,  checking,  and  summarizing  the  working  time  of  employees  and 
preparing  pay  rolls  in  a  smaller  organization  or  branch ;  or  (8)  personally,  or 
with  a  few  assistants,  to  perform  relatively  complex,  difficult,  or  special  work 
in  preparing  pay  rolls  or  compiling  time,  cost,  attendance,  or  similar  reports ; 
and  to  perform  related  work  as  required. 

Examples :  Preparing  written  instructions  to  Time  and  'Pay-roll  Clerks  of 
small  subsidiary  administrative  units  of  the  establishment;  conducting  the 
time,  leave,  pay  roll,  and  cost  distribution  work  of  a  relatively  small  Govern- 
ment organization ;  preparing  difficult  or  special  reports  from  the  time  records 
for  the  information  of  administrative  officials;  computing  pay  rolls,  where  the 
pay  of  the  employee  derives  from  several  appropriations,  or  Is  subject  to  dif- 
ferent rates  according  to  the  work  performed;  maintaining  and  developing 
necessary  office  records  and  devices. 

Qualificatioiu: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  in  bookkeeping,  time  keeping,  or  preparing  pay 
rolls,  preferably  as  an  Under  or  Junior  Time  and  Pay-roll  Clerk ;  knowledge  of 
Government  time  and  pay  roles,  regulations,  and  decisions;  statistical  and 
supervisory  ability;  and  good  judgment 

Principal  Llnea  of  Promotion 

From:  Junior  Time  and  Pay-roll  Clerk. 
To:  Principal  Time  and  Pay-roll  Clerk. 

Compensation  for  Class 

Annual:  $168a-$174a-fl80(>-$1860 


Title  of  Class  : 

PRINaPAL  TIME  AND  PAY-ROLL  CLERK 

Specifications  of  Class  274- 

Duties: 

Under  direction,  to  supervise  a  large  group  of  Time  and  Pay-roll  Clerks  or 
other  clerical  assistants  engaged  chiefly  in  a  few  simple  functions  in  connection 
with  the  time-keeping  work  of  a  Government  organization;  or,  under  a  Head 
Time  and  Pay-roll  Clerk  or  other  superior,  to  supervise  a  group  of  Time  and  Pay- 
roll Clerks  or  other  clerical  assistants  engaged  in  numerous,  or  relatively  dif- 
ficult and  complex  functions  in  connection  with  both  the  time-keeping  and  pay- 
roll work  of  a  Government  organization;  and  to  perform  related  work  as 
required. 

Examples :  Managing  a  central  time  office  or  a  large  group  of  Time  and  Pay- 
roll Clerks  and  others  engaged  on  preparing  and  maintaining  time  records,  com- 
piling reports,  and  distributing  pay  checks ;  assisting  a  Head  Time  and  Pay-roll 
Clerk  or  other  superior  in  conducting  the  receipt  of  time  slips,  their  classifica- 
tion and  distribution  to  various  appropriations,  and  the  preparation  and  certi- 
fication of  pay  rolls;  making  special  adjustments;  planning,  developing,  and 
maintaining  office  time  and  pay-roll  systems  and  devices. 

Qoalifieatioiia: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  experience  in  bookkeeping,  time  keeping,  or  preparing 
pay  rolls,  preferably  as  Government  Time  and  Pay-roll  Clerk;  thorough  knowl- 
edge of  Government  time  and  pay  rules,  regulations,  and  decisions ;  and  statisti- 
cal and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Time  and  Pay-roll  Clerk. 
To:  Head  Time  and  Pay-roll  Clerk. 

Compensation  for  Class 

Annual :  $192(>-$1060-|204(K2100 
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Title  of  Class  : 

HEAD  TIME  AND  PAT-ROLL  CLERK 

Specifications  of  Class  2  7  «3 

Duties: 

Under  general  direction,  to  have  responsible,  complete,  and  immediate  charge 
of  a  central  time  record  and  pay-roll  organization,  involving  the  management  and 
supervision  of  a  large  group  of  Time  and  Pay-roll  Clerks  or  other  clerical  as- 
sistants engaged  on  numerous,  or  relatively  difficult  and  complex  functions ;  and 
to  perform  other  related  work. 

Qualiflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  four  years'  experience  in  bookkeeping,  time  keeping,  or  preparing 
pay  rolls,  preferably  as  a  Government  Time  and  Pay-roll  Clerk ;  thorough  knowl- 
edge of  Government  time  and  pay  rules,  regulations,  and  decisions;  and  statis- 
tical and  administrative  ability. 

Prindpal  Lines  of  Promotion 

From :  Principal  Time  and  Pay-roll  Clerk. 

Compensation  for  Class 

Annual:  $216a-$2280-$240(M2520 


11.  THE  SPECIAU^D  BUSINESS  SERVICE 


kis  service  includes  classes  of  positions  not  embraced  in  any  of  the  other 
tervices,  the  duties  of  ichich  are  to  supervise  or  to  perform  work  requiring 
ftimarUy  a  specialized  knowledge  of  some  phase  of  business,  industry  or 
fnance,  such  as  traffic,  insurance  or  real  estate, 

COMMODITT  Sfbcialisatiom  : 

Jmfor  Co^WBoditj  Expert  (Groap) 
Senior  C«mm«dl^  Expert  (Gronp) 

BvncisifCT  Enoinbbbing: 
Juler  Efllclciicy  Expert 
Senler  Bfllcleiicy  Expert 

INSURANCB  : 

Iiuttrance  Expert 

I>ep«tj  Saperlnteiideiit  ef  Incamnee,  District  of  Colambi* 

SaperintendeBt  of  Inmrance,  Dietriet  of  Colmmbim 

i        Mabims  Shipping: 

AoMciAto  MftriDe  Shipping  Expert  (G»»9) 
Xorlno  Sidppiiiff  Expert  (Group) 
Senior  Marine  Siiippinff  Expert  (Grenp) 


Raium>ad  Tbaxsfobtation  : 

Julor  TrsnsportotiMi  Bote  Cletk 

Senior  Tranapertation  Bate  Cloik 

Jnnior  Transportation  Bate  Expert 

Tnnsportatimi  Bate  Expert 

Senior  Transportation  Bate  Expert  y^ 


Jnnior  Trafllc  Expert 
Traflc  Expert 
Senior  lYaflIc  Expert 

Principal  Traflc  Expert  (Gfonp) 


/■ 


Director  of  Valnation.  Interstate  CoqiUneroo  CoBodssion 

Member,  Valnation  Adrisorr  Board^nterotate  Commeroo  Comniislon 

Rbal  Bstats:  / 

Boal  Estate  Expert 


Skllimo  : 

Sales  Expert 


Assistant  Director  of  Saloa(;  War  Department 
Director  of  Sales,  War  Department 

Othbb  Ci«a88i>8  in  thb  Sb^ialubd  Business  Sbbticb 
Fiscnl  AdTisor,  Federal  Beserre  Board 
Motnr  Transportation/Expert,  Pnblia  Health  Serrico 
Pyrotechnic  Expert  / 
Snperrlsor  of  Bqaip|Uent,  Air  MaU  SerHce 


comAiodity  specialization 


KE  OF  Gbouf  of  Clames  : 

MOR  COMMODIVr  EXPERT 

i«  OF  Typical  Qft^ssEs  in  Group  : 

lior  Commoditsf  Expert  (Hardware  and  Hand  Tools) 

lior  Commodit  1  Expert  (Leather  Goods)  O  ^   ^ 

lior  Commodity  Expert  (Ordnance  Supplies)  C  i  \) 

J  IHU 
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Junior  Commodity  Expert  (Tobacco  Products) 
Junior  Commodity  Expert  (Electrical  Apparatus) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  render  specialized  advice  in  connection  with 
the  purchase  of  a  commodity  or  class  of  commodities ;  to  prepare  or  assist  In 
the  preparation  of  specifications;  to  Invite  proposals  from  Interested  dealers; 
to  examine  and  check  bids  and  bidders'  samples;  to  make  reports;  and  to 
perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  successful  business  experience  in  buying  or  selling;  tact 
and  good  Judgment. 

Special  Qualifications: 

For  each  class  in  the  group,  experience  in  buying  or  selling,  and  special  knowl- 
edge of,  a  commodity  or  class  of  commodities,  as  Indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

To:  Senior  Commodity  Expert. 

Compensation  for  Classes  in  Group 

Annual:  $240(>-|2520-$2640-$2760 


Name  of  Group  of  Classes  : 
SENIOR  COMMODITY  EXPERT 

TriLEs  of  Typical  Classes  in  Gboup  : 

Senior  Commodity  Expert  (Shoes  and  Leather  Goods)  27  7 

Senior  Commodity  Expert  (Machine  Tools) 
Senior  Commodity  Expert  (Building  Materials) 
Senior  Commodity  Expert  (Textile  Materials) 
Senior  Commodity  Expert  (Oils  and  Lubricants) 

Specifications  of  Classes  in  Group 
Duties: 

Under  direction,  to  render  expert  advice  and  to  make  recommendations  in 
connection  with  the  purchase  or  sale,  usually  on  a  large  scale,  of  an  Important 
commodity  or  class  of  commodities ;  to  prepare  specifications ;  to  examine  bids 
and  recommend  awards;  to  inspect  or  test  samples  submitted  by  bidders;  to 
handle  correspondence  and  prepare  reports;  and  to  perform  related  work  as 
required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years*  successful  business  experience  in  large-scale  buying  or 
selling;  familiarity  with  market  conditions  and  prevailing  prices;  and  good 
judgment.  I 

Special  Qualifications: 

For  each  class  in  the  group,  extended  experience  in  buying  or  selling,  and 
thorough  knowledge  of,  a  commodity  or  class  of  commodities,  as  indicated  by 
the  title  of  that  class. 

V 

Principal  Lines  of  Promotion 

From:  Junior  Commodity  Expert  ^ 

Compensation  for  Classes  in  Group 
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EfFFICIBNOY  BNOINEERING 


278 


Title  of  Cijibs  : 

JUNIOR  EFFiaENCY  EXPERT 

'SpedficatioBs  of  Class 
Duties: 

Under  direction,  to  investigate  and  study  problems  of  organl^tlon  and  pro- 
cedure in  a  Ctovernment  organization;  to  make  and,  when  required,  to  carry 
out  recommendations  concerning  improved  methods  for  the  conduct  of  Govern* 
ment  business,  the  reorganization  of  personnel,  the  physical  layout  of  equip- 
ment, the  systematizing  and  simplification  of  office  methods,  or  other  matters; 
and  to  perform  related  work  as  required. 

Examples:  Studying  and  developing  improved  business  methods  for  a  small 
governmental  bureau ;  investigating  the  applicability  of  labor-saving  devices  to 
clerical  operations;  experimenting  with  new  or  modified  devices  and  methods; 
supervising  tests  of  different  devices  to  determine  their  adaptability  for  specific 
kinds  of  work ;  investigating  and  devising  methods  of  rating  efficiency. 

Qualifieatioiu: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization  in  business  administra- 
tion or  engineering ;  not  less  than  three  years'  responsible  experi^ice  and  proven 
ability  in  devising  and  installing  efficiency  methods  in  €k>vemment  or  commer- 
cial establishments;  good  address,  tact  and  Judgment 


Prindpal  Lines  of  Promotion 

To :  Senior  Efficiency  Expert. 

Compensatioii  for  Class 
Annual:  $288(M312(V-|336O-|3600 


Tmjc  or  Class: 

SENIOR  EFFICIENCY  EXPERT 

Specifications  of  Class  271) 

Duties:  ^  *  ^^ 

Under  general  direction,  to  investigate  and  study  difficult  problems  of  policy, 
organization,  administration,  and  procedure  in  a  large  Government  establish- 
ment; to  make  and,  when  required,  to  carry  out  recommendations  concerning 
reorganization  or  reassignment  of  personnel,  the  physical  layout  of  equipment, 
the  sy^tematizlng  and  simplification  of  office  methods,  and  other  matters;  to 
supervise  such  work ;  and  to  perform  other  related  work. 

Examples:  Advising  on  matters  relating  to  organization,  reorganization, 
and  methods  in  the  various  divisions  of  tbe  Bureau  of  War  Risk  Insurance; 
making  surveys;  supervising  the  preparation  of  organization  charts  and  flow 
of  work;  designing  office  systems;  making  observations  relative  to  working 
conditions;  devising  methods  of  contact  with  employees  to  develop  suggestions 
for  the  improvement  of  the  >  ervice. 

QuaHficatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization  in  business  administra- 
tion or  engineeiring ;  not  less  than  five  years'  responsible  and  successful  expe- 
rience and  proven  ability  in  organization  and  system  work  in  Government  or 
commercial  establishments;  know]e<lge  of  accounting  and  statistical  methods; 
good  address,  tact,  and  Judgment. 

Principal  Lines  of  Promotion 

From :  Junior  Efficiency  Expert. 

Compensation  for  Class 


/ 
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INSURANCE 


Title  of  Class: 
INSURANCE  EXPERT 

Specifications  of  Class  9  R  0 

Duties:  ^  ^ 

-Under  general  direction,  to  serve  In  an  advisory  capacity  in  the  determinatiOD 
of  procedure  relative  to  insurance  problems ;  to  act  as  consultant ;  to  determine 
or  to  assist  In  determining  broad  questions  of  policy;  and  to  perform  related 
work  as  required. 

Examples:  Formulating  regulations  to  govern  the  work  of  computing  in- 
come, war  Income,  and  excess  profits  taxes  to  be  paid  by  Insurance  compa- 
nies under  revenue  acts  of  Congress ;  making  special  examinations  or  investiga- 
tions covering  technical  insurance  questions,  organization,  and  methods  of  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  five  years*  responsible 
technical  and  administrative  experience  in  the  ofllce  of  a  large  Insurance  com- 
pany or  its  equivalent;  thorough  knowledge  of  insurance  methods  and  finance; 
and  good  judgment. 

Compensation  for  Class 


Title  of  Class  : 

DEPUTY    SUPERINTENDENT   OF    INSURANCE,    DISTRICT    OF    CO- 
LUMBIA 

Specifications  of  Class  O  Q  1 

Duties:  CO-^ 

Under  the  direction  of  the  Superintendent  of  Insurance  of  the  District  of 
Columbia,  to  assist  In  supervising  the  insurance  department;  to  dictate  corre- 
spondence with  insurance  companies.  Insurance  commissioners  of  the  various 
States,  and  others  regarding  general  Insurance  matters,  laws,  practices,  and  re- 
quirements ;  to  make  or  supervise  examinations  of  the  financial  condition  of  in- 
surance companies  or  associations  operating  In  the  District  of  Columbia;  to 
examine  applications  and  related  documents  of  companies  desiring  to  operate 
in  the  District  of  Columbia;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  a  thorough  course  in  accounting;  not  less  than  two  years*  responsible  ex- 
perience in  the  accounting  ofiice  of  a  large  Insurance  company,  or  Its  equiva- 
lent ;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

To :  Superintendent  of  Insurance,  District  of  Columbia. 

Compensation  for  Class 

Annual:  $2400-4252(>-$2640-^2760 


TrrLE  OF  Class: 

SUPERINTENDENT  OF  INSURANCE,  DISTRICT  OF  COLUMBIA 

Specifications  of  Class  ?  k  Z 

Duties:  ^  ^  "^ 

Under  the  Commissioners  of  the  District  of  Columbia,  to  have  responsible 
charge  of  the  work  of  the  Insurance  department;  to  have  charge  of  the  per- 
sonnel of  the  department;  to  transact  and  supervise  various  classes  of  In- 
surance business  and  to  answer  inquiries  concerning  insurance  in  the  District  of 
Columbia ;  to  examine  and  verify  the  reports  of  the  Deputy  Superintendent ;  to 
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issue  reports  from  time  to  time  to  the  District  Ck>mmi8Sloner8 ;  to  publish  an 
anDual  report;  to  be  responsible  for  the  custody  of  documents  required  to  be 
filed  with  the  department ;  and  to  perform  other  related  work. 

QaaUiieatioiu: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  a  thorough  course  In  accounting;  not  less  than  five  years'  experience  in 
responsible  capacities  with  insurance  companies,  three  of  which  shall  have 
been  in  insurance  accounting,  or  experience  regarded  as  the  equivalent;  ad- 
ministrative ability ;  tact  and  good  Judgment. 

Principal  lines  of  Promotion 

From :  Deputy  Superintendent  of  Insurance,  District  of  Columbia. 

Compensation  for  Class 


MARINE  SHIPPING 

Name  of  Gboup  of  Classes  : 

ASSOCIATE  MARINE  SHIPPING  EXPERT 

Titles  of  Typical  Classes  in  Gboup  : 

Associate  Marine  Shipping  Expert  (Bonlcering)  CC^O 

Associate  Marine  Shipping  Expert  (Sailing  Vessels) 
Associate  Marine  Shipping  Expert  (Operations  Supervising) 

Specifications  of  Classes  in  Group 
Datiea: 

Under  direction,  to  perform  supervisory  worlL  or  responsible  research  worls: 
in  connection  with  the  direction  and  control  of  marine  shipping  operations  by 
the  United  States  Shipping  Board  or  the  Emergency  Fleet  Corporation ;  and  to 
perform  related  work  as  required.  ^ 

Examples:  Supervising  the  daily  operation  of  a  group  of  Shipping  Board 
vessels,  including  their  allocation  and  assignment,  loading,  discharging,  etc., 
and  furnishing  Information  and  preparing  bulletins  In  connection  with  such 
work;  recommending  firms  which  are  properly  equipped  and  able  to  operate 
Shipping  Board  vessels ;  furnishing  data  in  connection  with  bunkering  f aKdlities  i 
preparing  fuel  contracts  and  inspecting  samples  of  fuel;  managing  a  sailing 
vessel  department 

Common  Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  four  years'  successful  experience  in  a  responsible  capacity  with  a 
marine  shipping  organization;  supervisory  ability;  tact  and  good  judgment 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  experience  In  one  or  more 
phases  of  marine  shipping,  as  indicated  by  the  title  of  that  class. 

Piineipal  Lines  of  Promotion 

To:  Marine  Shipping  Expert 

Compensation  for  Classes  in  Group 

Annual:  $2O40-|2iea-$228O-|24OO 


Name  of  Group  of  Classes  : 
MARINE  SHIPPING  EXPERT 

Titles  of  Typical  Classes  in  Gbotup  : 

Marine  Sliipping  Expert  (Vessel  Expediting)  o  (^ 

Marine  Shipping  Expert  (Supercargo  Training)  ^  v- 

Marine  Shipping  Expert  (Mechanical  Operating  Efficiency) 
Marine  Shipping  Expert  (Vessel  Allocation) 
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SpeeUlcatioBs  of  Clawes  in  Group 
Duties: 

Under  general  direction,  to  be  responsible  for  Important  administrative  work 
in  connection  with  the  direction  or  control  of  marine  shipping  operations  by  the 
United  States  Shipping  Board  or  the  Emergency  Fleet  Corporation;  to  serve  In 
a  consulting  or  supervisory  capacity  on  shipping  problems ;  and  to  perform  other 
related  work.' 

Examples:  Expediting  the  movement  of  Shipping  Board  vessels,  mating 
investigations  of  delays  and  issuing  reports  of  port  activities ;  interviewing  and 
hiring  supercargoes  and  other  employees  and  training  them  for  their  duties; 
supervising  the  prompt  allocation  and  assignment  of  vessels  to  various  trades 
and  firms ;  examining  log  sheets  and  other  records,  and  checking  on  the  efficiency 
of  machinery  and  of  operations;  compiling  and  quoting  rates,  issuing  tariffs 
and  adjusting  claims  for  the  Emergency  Fleet  Corporation. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  seven  years*  responsible  and  successful  experience  in  a  ship  operating 
organization ;  and  administrative  and  organizing  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  experiience  in  one  or  more  phases 
of  marine  shipping,  as  indicated  by  the  title  of  that  clas& 

Principal  Lines  of  Promotion 

From :  Associate  Marine  Shipping  Expert 
To :  Senior  Marine  Shipping  Expert. 

Compoisation  for  Classes  in  Group  * 

Annual:  $2880-^120^|3360-¥3600 


Name  of  Group  of  Cij^sses  : 

SENIOR  MARINE  SHIPPING  EXPERT 

Titles  of  Typical  Classes  in  Gbotup  : 

Senior  Marine  Shipping  Expert  (Operations)  .  c\  c^"^ 

Senior  Marine  Shipping  Expert  (Supercargo  Work)  2  u  «J 

Specifications  of  Classes  in  Group 
Duties: 

Under  the  general  direction  of  higher  administrative  officials  of  the  United 
States  Shipping  Board  or  Emergency  Fleet  Corporation,  to  perform  major  ad- 
ministrative work  in  the  direction  or  control  of  marine  shipping  operations, 
Including  the  determination  of  matters  of  policy  relating  to  organization,  man- 
agement, and  scope,  or,  ind^)endently  or  with  assistants,  to  conduct  original 
research  and  serve  as  an  authoritative  advisor  in  problems  requiring  a  broad 
Icnowledge  of,  and  extended  experience  in,  marine  shipping;  and  to  perform 
other  related  work. 

Examples :  Serving  as  a  general  assistant  in  directing  the  work  of  the  Divi- 
sion of  Operations ;  serving  as  the  head  of  the  supercargo  and  steward  personnel 
departments  and  of  the  bunkering  section. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  ten  years*  responsible  and  successful  experience  with  a  large  ship- 
operating  organization,  part  of  which  shall  have  been  In  an  administratire 
capacity ;  and  administrative  and  organizing  ability  of  a  high  order. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  experience  in  one  or  more  phases 
of  marine  shipping,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Marine  Shipping  Expert 

To :  Director  of  Operations,  Emergency  Fleet  Corporation. 

Compensation  for  Classes  in  Group 
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RAILROAD  TRANSPORTATION 


Title  of  Class  : 

JUNIOR  TftANSPORTATION  RATE  CLERK 

Specifications  of  Class  P  V  i » 

Duties:  ^  ^  '^ 

Under  immediate  supervision,  to  perform  simple  routine  clerical  work  in 
connection  with  the  settlement  of  transportation  accounts. 

Examples:  Auditing  or  checking  simple  freight  or  express  rates,  passenger 
fares,  or  sleeping  and  parlor  car  fares;  authorizing  movements  according  to 
a  prescribed  form ;  making  necessary  records ;  checking  bills  of  lading  or  trans- 
portation requests  with  the  bills  for  the  services  performed ;  verifying  amounts 
)q  expense  vouchers  paid  for  nonland-grant  transportation;  filing  tariffis  and 
furnishing  ordinary  information  with  reference  to  rates. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  six  months'  exx>erience  in  transportation  rate  work  with  a  common 
carrier,  or  a  similar  six  months'  probationary  period  in  a  governmental  organi- 
zation; good  Judgment  and  accuracy. 

Principal  Lines  of  Promotion 

To:  Senior  Transportation  Rate  Clerk. 

Compensation  for  Class 

Annual:  $163a-$1680-$1740-1800 


Title  of  Class  : 

SENIOR  TRANSPORTATION  RATE  CLERK  .^ 

Specifications  of  Class  ^  O  I 

Duties: 

Under  supervision,  to  perform  responsible  work  in  connection  with  the  main- 
tenance of  the  tariff  files  of  the  Interstate  Commerce  Commission  or  in  the 
settlement  of  transportation  accounts  (passenger,  freight,  or  express) ;  and 
to  perform  related  work  as  required. 

Examples :  Auditing  transportation  claims  and  bills ;  ascertaining  and  quoting 
rates  or  fares  from  express,  sleeping,  or  parlor  car  tarifCs  and  the  more  ordi- 
nary rates  or  fares  from  freight  or  passenger  tariffs ;  performing  less  involved 
work  in  connection  with  verifying  freight  or  passenger  transportation  rates 
and  charges  involving  allowances,  divisions,  or  land-grant  percentages;  filing, 
recording,  indexing,  and  examining  tariffs  for  compliance  with  the  Act  to  Regu- 
late Commerce  and  the  rules,  orders,  and  decisions  of  the  Interstate  Commerce 
Commission  and  the  Railroad  Administration,  and  making  reports  covering 
noncompliance  therewith;  collecting  from  carriers  the  redemption  value  of 
unused  services,  and  the  value  of  material  lost  or  damaged  in  transit ;  handling 
and  adjusting  suspensions  made  in  transportation  accounts  by  a  departmental 
auditor;  preparing  general  correspondence  to  carriers  or  to  quartermaster 
supply  officers. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  four  years*  experience  in  the  performance  of  responsible  rate  or 
tarur  work  with  common  carriers,  or  in  the  Government  service  as  a  Junior 
Transportation  Rate  Clerk;  general  knowledge  of  the  decisions  of  the  Inter- 
state Commerce  Commission  or  of  the  Comptroller  of  the  Treasury  dealing 
with  transportation  claims;  good  Judgment  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Transportation  Rate  Clerk. 

To :  Junior  Tranq[)ortatlon  Rate  Expert ;  Junior  Traffic  Expert. 

Compensation  for  Class 

Annual:  J180(M198(>-$21OO-$222O 
16491»— 20— PT  2 le 
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Tmjs  OF  Class: 

JUNIOR  TRANSPORTATION  RATE  EXPERT 

Specifications  of  Class  9  ^  A 

Duties:  ^  '^   ^^ 

Under  general  supervision,  to  perform  technical  and  involved  work  requiring 
the  exercise  of  independent  judgment  in  connection  with  the  maintenance  of  the 
tariff  flies  of  the  Interstate  Commerce  Commission,  the  review  and  supervision 
of  the  work  of  a  small  group  of  employees  engaged  in  settling  departmental 
transportation  accounts  (passenger,  freight,  or  express),  or  in  the  quotation 
of  rates  or  fares ;  and  to  perform  related  work  as  required. 

Examples:  Reviewing  reports  submitted  by  examiners  of  freight  tariffs  and 
related  tariff  publications;  handling  ordinary  correspondence  In  connection 
therewith;  supervising  and  Instructing  subordinate  examiners  of  tariffs;  dis- 
tributing work  to,  and  reviewing  the  work  and  correspondence  of  a  small 
group  of  clerks  engaged  in  making  railroad,  freight,  or  other  transportation 
settlements;  ascertaining  rates,  fares,  or  charges  lawfully  applicable  to  the 
diverse  traffic  of  the  Government  in  connection  with  the  audit  thereof,  and 
certifying  the  appropriations  from  which  they  are  payable ;  settling  complicated 
charges  Involving  land  grants  on  the  basis  of  the  lowest  net  charge,  taking  into 
consideration  commercial  divisions  and  arbitraries,  equalization  agreements, 
exceptions  thereto,  and  special  contracts. 

QoalificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  six  years*  experience  in  transportation  rate  o^  tariff  work,  two 
years  of  which  shall  have  been  in  successful  Government  service;  intimate 
knowledge  of  classifications,  carriers'  rules,  regulations,  and  tarlffis,  and  either 
of  the  decisions  of  the  Interstate  Commerce  Commission  or  of  the  Comptroller 
of  the  Treasury ;  supervisory  ability ;  discrimination  and  superior  judgment. 

Principal  lines  of  Promotion 

From :  Senior  Transportation  Rate  Clerk. 
To :  Transportation  Rate  Expert. 

Compensation  for  Class 

Annual:  $1080-42100-$222(>-$2340 


Title  of  Class  : 
TRANSPORTATION  RATE  EXPERT 

Specifications  of  Class  9  S  . ) 

Duties:  ^  '^ 

Under  general  direction,  (1)  to  supervise  the  work  of  a  small  organization 
engaged  in  verifying  transportation  rates,  or  examining  tariffs,  or  in  a  variety 
of  specialized  work  in  the  settlement  of  transportation  accounts;  or  <2)  to 
supervise  the  work  of  a  larger  organization  dealing  with  a  particular  phase 
of  such  transportation  accounting;  or  (3)  personally  to  perform  highly 
specialized  and  technical  tariff  or  rate  research  requiring  extended  experience 
and  proven  ability ;  and  to  perform  other  related  work. 

Examples:  Searching  or  interpreting  tariffs,  classifications^  or  other  sched- 
ules and  preparing  memoranda  therefrom ;  handling  difficult  and  involved  cor- 
respondence in  connection  with  the  construction  and  verification  of  rates  and 
tariffs;  preparing  special  freight  rate  data  for  the  Interstate  Commerce  Com- 
mission, Government  departments,  or  Members  of  Congress;  being  responsible 
for  the  correctness  of  the  revision  of  rates  on  freight  and  'passenger  bills  on 
a  large  scale;  supervising  the  examination  of  vouchers  paid  to  railroad  com- 
panies by  the  United  States  Housing  Corporation  or  the  Reclamation  Service; 
having  general  supervision  over  all  sections  of  a  large  accounting  branch: 
preparing  reports  or  making  extracts  from  tariffs  to  be  used  as  evidence  before 
the  courts. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  seven  years'  experience,  with  proven  ability,  in  transportation  rate 
work,  three  years  of  which  shall  have  been  as  a  Junior  Transportation  Rate 
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Expert;  Intimate  knowledge  of  classifications,  carriers*  rules  and  regulations, 
and  tariffs,  and  either  of  the  decisions  of  the  Interstate  Ck>n]merce  Gommlsslon 
or  of  the  Ck>inptroller  of  the  Treasury ;  discriftiinatlon  and  superior  Judgment 

Prindpal  Lines  of  Promotion 

From :  Junior  Transportation  Rate  Expert 
To :  Senior  Transportation  Rate  Expert 

Compensation  for  Class 

Annual:  $2400^252O-$2640-^760 


Title  or  Class: 

SENIOR  TRANSPORTATION  RATE  EXPERT 

Spedflcations  of  Class  9  ^  t ) 

Duties:  ^^  ^ 

Under  general  direction,  to  perform  highly  responsible  work  of  advanced 
character  in  connection  with  the  verification,  compilation,  construction,  or 
control  of  transportation  rates  or  tariffs  (passenger,  freight,  or  express) ;  in 
some  cases,  to  direct  a  large  working  organization  of  tariff  examiners  or  rate 
verifiers ;  and  to  perform  other  related  work. 

Examples:  Preparing  passenger  fare  authorities  covering  tariffs  issued  by 
Federal  controlled  railways,  together  with  circulars  of  instruction;  observing 
and  inquiring  Into  changes  in  rates  made  by,  and  investigating  complaints 
against,  express  companies,  for  the  Interstate  Commerce  Commission;  super- 
vising the  work  of  a  large  rate  section  dealing  with  rate  questions  and  in- 
vestigations and  tariff  interpretation  and  regulations. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
many  years*  experience,  with  proven  ability,  in  transportation  rate  work, 
several  years  of  which  shall  have  been  in  supervisory  or  other  responsible 
work ;  intimate  knowledge  of  classifications,  tariffs,  carriers'  rules  and  regultt- 
tions,  decisions  of  the  Interstate  Commerce  Commission  and  the  courts;  ad- 
ministrative ability;  and  superior  judgment. 

Principal  Lines  of  Promotion 

From:  Transportation  Rate  Exi>ert. 
To:  Principal  Traffic  Expert. 

Compoisation  for  Class 

Annual:  $3120-$324a-43860-43480-d000 


Title  of  Class: 

"'"'"^  2:)i 


JUNIOR  TRAFFIC  EXPERT  c^  f^  r 


Specifications  of  Class 
Duties: 

Under  general  supervision,  to  perform  work  requiring  the  exercise  of  in- 
dependent judgment  in  the  disposition  of  general  traffic  matters  arising  in 
connection  with  Crovernment  traffic,  or  of  special  phases  of  transportation  work 
not  requiring  specialization  in  the  field  of  rates  or  tariffs. 

Examples:  Supervising  freight  and  baggage  claims  against  common  carriers 
in  connection  with  military  transportation;  collecting  rentals  from  the  lease 
of  Government  cars  and  handling  their  distribution;  collecting  car  mileage; 
supervising  the  tracing  of  shipments  by  freight  or  express;  scrutinizing  de- 
mnrrage  accounts  and  weekly  car  reports;  conducting  Investigations  relative 
to  violations  of  embargoes  against  the  movement  of  Government  property;  Is- 
suing transportation  orders ;  assisting  in  the  routing  and  movement  of  troops ; 
obtaining  suitable  equipment  from  carriers  and  expediting  movements;  super- 
vising the  issuance  of  bills  of  lading  and  transportation  requests  and  prescrib- 
ing routing  when  necessary. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  six  years*  experience  in  general  traffic  or  transportation  work; 
familiarity  with  classifications,  carriers*  rules  and  regulations,  tariflb,  freigiit 
tracing  and  expediting,  and  demurrage ;  and  good  Judgment. 

Principal  Lines  of  Promotion 

From :  Senior  Transportation  Rate  Clerk. 
To :  Traffic  Expert. 

Compensation  for  Class 

Annual:  $1980>$2100-$222M2340 


Title  of  Class  : 
TRAFFIC  EXPERT 

Specifications  of  Class  0Q9 

Duties:  C  O -^ 

Under  direction,  to  be  responsible  for  the  execution  of  technical  and  involved 
traffic  work,  either  in  the  general  field  or  in  a  specialized  phase  other  than  that 
of  rates  or  tariffs. 

Examples :  Furnishing  advice  on  transportation  matters  for  an  entire  depart- 
ment, having  general  direction  over  the  departmental  transportation,  or  a 
special  phase  thereof,  and  issuing  departmental  shipping  instructions ;  entering 
into  land-grnnt  equalization  or  other  contractual  agreements,  and  maldng  other 
traffic  arrangements  with  carriers :  Issuing  instructions  in  connection  with  the 
loading  of  Government-owned  vessels ;  in  the  capaci^  of  passenger  representa- 
tive, attending  to  the  travel  requirements  of  a  large  group  of  Government  offi- 
cials; handling  complaints  of  unadjusted  freight  claims  made  by  the  public 
against  railroads;  supervising  the  Issue  on  a  large  scale  of  transportation 
orders,  and  routing  shipments ;  supervising  troop  movements  or  the  distribntion 
and  assignment  of  cars  in  that  connection  for  the  Railroad  Administration. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  seven  years*  experience,  with  proven  ability  in  traffic  or  transportation 
work,  of  which  a  part  shall  preferably  have  been  spent  with  the  Government; 
intimate  knowledge  of  classifications,  carriers*  rules  and  regulations,  tariffs,  and 
other  important  phases  of  traffic  work;  supervisory  ability;  and  superior  judg- 
ment. 

Principal  Lines  of  Promotioii 

From :  Junior  Traffic  Expert. 
To :  Senior  Traffic  Expert. 

Compensation  for  Class 

Annual:  $2520-$2640-$2760-«2880 


Title  of  Glass: 

SENIOR  TRAFFIC  EXPERT 

Specifications  of  Class  C  tj  O 

Duties: 

Under  general  direction,  to  perform  responsible  work  of  an  advanced  tech- 
nical character  which  may  or  may  not  involve  administrative  work,  in  connec- 
tion with  the  regulation  or  control  of  transportation,  but  not  including  special- 
ized work  in  rates  or  tariffs. 

Examples:  Supervising  the  details  of  applying  embargoes  and  passing  upon 
permits  to  make  essential  shipments;  serving  as  classification  agent  for  the 
Interstate  Commerce  Commission ;  serving  as  an  executive  assistant  in  connec- 
tion with  the  supervision  of  service  rendered  by  express  companies  or  in  con- 
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necdoD  with  traffic  experts  of  railroad  mail  service;  supervising  the  aasign- 
luent  of  new  locomotives  from  the  works  to  the  various  railroads ;  assisting  in 
rhe  supervision  of  freight-car  distribution. 

QnHficatioBs: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  from  college;  ^ctended  experience,  with  proven  ability,  in  traffic 
work,  several  years  of  which  shall  have  been  in  supervisory  or  other  respon- 
sible work;  intimate  knowledge  of  classlflcations,  carriers'  rules  and  regula- 
tions, and  other  important  phases  of  traffic  work ;  administrative  ability ;  and 
superior  Judgment. 

Principal  lines  of  Promotion 

From :  Traffic  ^Ixpert. 

To:  Principal  Traffic  Expert. 

Compensation  for 'Class 

Annnal :  |824O-|3360-93480^$360M3720-93840 


Name  or  Gsoup  or  Clabsks  : 
PRINaPAL  TSAFFIC  EXPERT 

Titles  of  Typical  Glasses  in  Qboxjp  :  O  (\ 

Priadpai  Traffic  Expert  (Perishable  Freight) 

Principal  Traffic  Expert  (Western  Freight  and  Passenger  Rates) 

Principal  Traffic  Expert  (Freight  Claims) 

Spedficationfl  of  Classes  in  Group 

Dnties: 

Under  general  direction,  (1)  to  be  responsible  for  directing  an  important  ad- 
ministrative subdivision  engaged  in  regulating  or  controlling  transportation 
or  transportation  rates;  (2)  to  furnish  authoritative  advice  and  assist  in  the 
determination  of  major  problems  and  policies;  or  (8)  to  perform  other  work  of 
a  responsible  nature  in  this  connection. 

Examples:  Supervising  the  preparation  of  records  and  settlements  of  car- 
hire  balances  and  interchange  of  equipment  between  railroads ;  directing  matters 
relating  to  protective  charges^  rules,  and  regulations  applicable  to  perishable 
freight,  including  regulations  governing  the  handling  of  live  stock ;  supervising 
applications  for  changes  in  rates  or  protecting  the  interests  of  the  public  in  rate 
matters,  within  an  assigned  traffic  district ;  exercising  general  supervision  over 
all  freight  claim  offices  of  Federal  controlled  railroads ;  supervising  the  work 
of  a  large  bureau  for  suggestions  and  complaints  from  the  traveling  or  the  ship- 
piDg  public;  assisting  in  directing  the  work  incident  to  the  conduct  of  the 
passenger  traffic  on  Federal  controlled  railroads;  supervising  the  distribution 
of  open-top  cars. 

Conmon  Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recogpized  standing;  many  years'  experience  and  distinctive 
achievement  in  the  traffic  field;  broad  comprehensive  knowledge  of  various 
phases  of  traffic  management;  and  administrative  ability. 

Spcdal  Qoalificationfl: 

For  each  class  in  the  group,  specialized  training  and  experience  in  the  par- 
ticular phase  of  traffic  or  rate  work  required  in  the  position,  as  indicated  by 
the  title  of  that  class. 

Piineipal  Linos  of  Promotion 

From :  Senior  Traffic  Expert ;  Senior  Transportation  Rate  Expert. 
To:  Head  Traffic  Expert. 

Compensation  for  Classes  in  Group 
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Trri^  OF  Class  : 

DIRECTOR  OF  VALUATION,  INTERSTATE  COMMERCE  COMMISSION 

Spedficatioiis  of  Class  9  ^  Tk 

Duties:  ^*^'^ 

Under  general  direction  of  the  Interstate  Commerce  Commission,  to  direct 
and  supervise  the  work  of  investigating,  ascertaining  and  reporting  the  value 
of  the  property  owned  or  used  by  every  common  carrier,  as  required  by  the  pro- 
visions of  the  Valuation  Act  of  1913 ;  to  serve  under  the  Federal  Control  Act, 
as  Director  of  Accounting  for  the  United  States  Railroad  Administration;  and 
to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  ten  years'  experience  and 
distinctive  achievement  in  a  responsible  administrative  position  with  raihxMuls 
or  regulatory  bodies;  broad  knowledge  of  railroad  valuation  work;  and  ad- 
ministrative ability  of  high  order. 

Compensation  for  Class 


Titus  of  Class  : 

MEMBER,  VALUATION  ADVISORY  BOARD— INTERSTATE  COMMERCE 
COMMISSION 

Specifications  of  Class  c%Ci  r 

Duties:  C  V  U 

To  consider  with  the  Director  of  Valuation  questions  pertaining  to  the 
Bureau  of  Valuation;  to  conduct  correspondence  with  carriers  relating  to 
valuation  orders  issued  by  the  Commission;  personally  to  supervise  assigned 
phases  of  the  work  of  the 'Bureau;  to  consider  protests  filed  by  carriers  and 
other  parties  against  the  tentative  engineering  and  land  reports  prepared  by 
the  bureau  and  to  determine  what,  if  any,  changes  are  deemed  proper;  to 
supervise  the  work  of  preparing  tentative  valuation  reports  to  be  submitted 
to  the  commission  and  the  director ;  and  to  perform  related  work  as  require! 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  several  years'  successful  experience  in 
a  responsible  administrative  position  with  railroads,  public  utility  regulatory 
bodies,  or  equivalent  engineering  experience ;  and  broad  knowledge  of  railroad 
valuation  work. 

Compoisation  for  Class 


REAL  ESTATE 


Title  of  Class  : 

REAL  ESTATE  EXPERT  OO" 

Specifications  of  Class  fC  o  i 

Duties: 

Under  direction,  to  perform  specialized  work  in  connection  with  the  ai^- 
praisal,  purchase,  leasing,  or  sale  of  real  estate  for  the  Government;  and  to 
perform  related  work  as  required. 

Examples:  Inspecting  and  appraising  lands  and  appurtenances;  estimating 
damage  to  real  property;  drawing  or  canceling  leases;  carrying  on  negotia- 
tions and  performing  other  work  Incidental  to  acquiring  title  to  real  estate; 
preparing  reports;  assisting  in  the  administration  of  a  real  estate  division. 
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QoaHflcatiiniB: 

Training  eqotvale&t  to  that  represented  by  gnuluation  from  high  achool; 
not  less  than  five  years'  successful  and  responsible  experience  In  real  estate 
business;  knowledge  of  land  values  and  real  estate  law;  tact  and  good  Judg- 
ment 

Principal  Lines  of  Promotion 

To:  Real  Bstate  Manager. 

Compensation  for  Class 
Annual :  $3120^$324(M336M3480  * 


Tttlb  of  Ciass  : 

REAL  ESTATE  MANAGER 

Sp«ei<icti..»  of  Cl».  298 

Duties: 

Under  general  direction*  to  be  responsible  for  -the  administration  of  a 
large  real  estate  division  of  a  Government  department  or  other  establishment ; 
to  determine  policies  relative  to  the  purchase,  lease,  rental,  condemnation, 
requisition,  and  sale  of  real  property ;  to  grant  and  renew  leases,  licenseSi 
permits,  or  privileges  authorizing  the  use  of  land  controlled  by  a  Government 
department  or  other  establishment;  to  supervise  negotiations  for  the  cancella- 
tion of  contracts  for  real  property  and  for  the  return  of  requisitioned  property 
to  its  former  owners;  to  sell  or  dispose  of  land  and  improvements  whekt 
required ;  and  to  perform  other  related  work. 

Examples:  Having  responsible  charge  of  the  Real  Estate  Service  of  the 
War  Department,  the  Real  Estate  Division  of  the  United  States  Housing 
Corporation,  or  the  Real  Estate  Section  of  the  office  of  the  Alien  Proper^ 
Custodian. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  by  eight  years'  successful  and  responsible  real  estate  experience,  in- 
cluding three  years  In  an  administrative  capacity;  thorough  Imowledge  of 
land  values  and  real  estate  law. 

Principal  Lines  of  Promotion 

From :  Real  Estate  Expert. 

Compensatloii  t6f  eittM 


SELLING 


TiTLB  OF  Class  : 

SALES  EXPERT  O  ( j  <j 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  have  charge  of  the  disposal  of  surplus  or  obsolete 
stoclES  of  war  materials  by  sale,  transfer  or  otherwise;  to  interview  prospec- 
tive purchasers  and  expedite  the  sale  of  materials  required  by  them ;  to  confer 
with  representatives  of  indiwtried;  to  advertise  goods  for  sale;  to  fbrmulate 
policies  and  direct  the  oi)erations  necessary  for  the  disposition  of  raw  mate- 
rials ;  to  obtain  and  verify  prices ;  and  to  perform  related  work  as  required. 

Examples:  Developing  preferred  foreign  and  domestic  marlcets;  collecting 
data  regarding  the  disposal  of  Government-owned  steel  and  metals;  having 
charge  of  sales  of  electrical  machinery,  dies,  tools,  Jigs,  factory  equipment  and 
airplane  fabrics;  negotiating  the  sales  of  jhe  raw  materials  branch,  Surplus 
Property  Division. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  higtk  school;  not 
less  than  five  years'  sales  or  purchasing  experience;  familiarity  with  market 
conditions;  and  good  Judgment. 

Principal  Lines  of  Promotion 

To:  Senior  Sales  Expert 

Compensation  for  Class 

*     *     • 

Title  of  Class: 

SENIOR  SALES  EXPERT 

Specifications  of  Class  '^ili^ 

Dnties:  ^  ^ 

Under  general  direction;  to  perfoim  administrative  work  requiring  special  sales 
knowledge  and  ability  in  connection  with  the  sales  of  surplus  property  belong- 
ing to  a  large  Government  establishment,  such  as  the  War  Department;  to 
have  immediate  charge  of  the  development  of  markets  and  the  sale  or  disposal 
of  assigned  classes  of  such  property ;  to  keep  in  touch  with  foreign  and  domes- 
tic trade  conditions ;  and  to  perform  related  work  as  required. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  five  years'  successful  experience  as  sales  manager;  knowledge  of 
publicity  or  advertising  work ;  administrative  ability  and  initiative. 

Principal  lines  of  Promotion 

From:  Sales  Expert. 

To:  Assistant  Director  of  Sales,  War  Department. 

Compensation  for  Class 


Title  of  Class: 

ASSISTANT  DIRECTOR  OF  SALES,  WAR  DEPARTMENT 

Spedficatioui  of  Class  Q  Ti  ; 

Dnties:  0\)± 

Under  the  Director  of  Sales,  to  assist  In  the  administration  of  the  sales 
organization  of  the  War  Department,  and  to  act  for  the  director  in  his  ab- 
sence; to  assist  in  the  formulation  and  execution  of  policies;  to  arrange  for 
and  to  preside  at  conferences  with  representatives  of  various  industries;  to 
handle  matters  of  organization  and  personnel;  and  to  perform  related  work 
as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  eight  years*  successful  business  experience,  including  at  least  three 
years*  as  a  sales  manager;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Sales  Expert. 

To:  Director  of  Sales,  War  I>epartment. 


Compensation  for  Class 
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Title  of  Class  : 

DIRECTOR  OF  SALES,  WAR  DEPARTMENT 

Sp€€ificatioiui  of  CltM  3  i  J  ^ 

Duties: 

Under  the  Assistant  Secretary  of  War,  to  have  responsible  charge  of  the 
sales  organization  of  the  War  Department;  to  formulate  and  supervise  the 
execution  of  policies  governing  the  sales  of  surplus  property;  to  supervise 
sales  experts;  to  confer  with  industrial  representatives  of  the  United  States 
and  of  foreign  Governments  concerning  sales  methods  and  trade  conditions; 
and  to  perform  other  related  work. 

Qialifiaitioiis: 

Training  equivalent  to  that  represented  hy  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  extended  experience  as  sales  manager 
of  a  large  coDunerdal  establishment;  thorough  knowledge  of  trade  condi- 
tions ;  administrative  and  organizing  ability ;  and  good  Judgment 

Principal  llmm  of  Promotion 

From:  Assistant  Director  of  Sales,  War  Department 

Compensation  for  Clnas 


OTHER   CLASSES   IN   THE   SPECIALIZED  BUSINESS  SERVICE 


Title  of  Class  : 

FISCAL  ADVISER,  FEDERAL  RESERVE  BOARD 

Spodiicationa  of  CUuw  2  ()  A 

Duties:  ^^^ 

Under  the  direction  of  the  Governor  of  the  Federal  Reserve  Board,  to  serve 
as  an  expert  on  technical  matters  relating  to  the  operations  of  Federal  Re- 
serve Banks ;  and  to  perform  related  work  as  required. 

Qnaliilcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  ec<momics  and 
finance;  extended  experience  in  a  responsible  capacity  in,  and  unusual  knowl- 
edge of,  banking  and  finance;  not  less  than  three  years  of  experience  in  a 
Federal  Reserve  Bank;  administrative  ability;  and  Integrity. 

Compensation  for  Class 


Title  of  Class  : 

MOTOR  TRANSPORTATION  EXPERT,  PUBLIC  HEALTH  SERVICE 

Spodilcations  of  CUum  o  a  ; 

Duties:  OU4- 

Under  general  direction,  to  organize  the  motor  tranq[)ortation  system  of 
the  Public  Health  Service;  to  audit  requisitions  for  new  equipment,  repairs, 
and  accessories;  to  be  responsible  for  the  repair  of  .Public  Health  Service 
motor  vehicles  used  in  the  District  of  Columbia;  and  to  perform  related 
work  as  required. 

QmJiflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  responsible  experience  in  charge  of  motor  transporta- 
tion work;  supervisory  ability;  and  good  judgment 

Compensation  for  Class 
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TmjB  OF  OiAss: 
PYROTECHNIC  EXPERT 

Spaciflcatioiui  of  CUum  3  0  <  J 

Duties: 

Under  direction,  to  act  in  a  technical  adyleory  capacity  in  connection  with  the 
manufacture  and  inspection  of  pyrotechnics ;  to  have  general  superrision  of  the 
performance  of  pyrotechnic  contracts ;  to  oversee  the  work  of  inspectors,  and  to 
examine  their  reports ;  to  act  as  a  point  of  contact  between  technical  divisions 
on  pyrotechnics ;  and  to  perform  related  work  as  required. 

Qnaliflcatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiaol;  not 
less  than  five  years'  experience  in  pyrotechnic  manufacture ;  and  good  Judgment 

CoBipeiisationi  for  Class 


Title  of  Ciass  : 

SUPERVISOR  OF  EQUIPMENT,  AIR  MAIL  SERVICE 

Specifications  of  Class  n  i\'* 

Duties:  O  U  O 

Under  general  direction,  to  have  supervision  over  the  procurement  and  main- 
tenance of  equipment  for  the  Air  Mail  Service  of  the  Post  Office  Department ; 
to  obtain  equipment  and  supplies  from  the  Army  and  Navy  and  from  commercial 
manufacturers;  to  supervise  the  maintenance  of  airplanes,  motors,  and  field 
equipment ;  to  select  aviation  fields  and  advise  as  to  grading,  and  the  erection 
and  location  of  hangars,  offices,  and  work  shops;  to  act  as  advisor  on  aero- 
nautics to  the  Second  Assistant  Postmast^  Gfeneral;  and  to  perform  other 
related  work. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
recognized  engineering  school;  several  years  responsible  experience  in  connec* 
tion  with  aviation;  thorough  knowledge  of  aeronautical  equipment;  and  good 
Judgment 

Compensation  for  Class 


.    ^ 


—  / 


12.  SUPPLY  AND  EQtJIPMENT  SERVICE. 


This  9ervice  includea  classea  of  poHtiant,  the  dutie$  of  which  ifwolve  procur- 
ing,  storing^  diBtrihuting,  and  accounting  for  general  stores,  office  supplies 
and  equipment,  military  a/nd  naval  stores,  Qovemment  seowrities  or  other 
material. 

Chbckino  : 

Sapply  wmS  Fflppnat  Chtcfcw 
CU«f  Sappljr  and  EqalpoMBt  Cbmkw 


PBOPBETT  ACCOCMT8  BZAMIHATIOM  : 

Janior  Propcrtj  Accowtts  BxaadB^r 
8«Bl«r  Piimtj  Ammti  Wwawtnw  (On«p)  • 
Ptiiiclpal  Pr»p*rtj  Awwmta  Kwawri— r  (Onap) 
H«ul  Pr»p«rt7  AcC0«nts  KTamtwr  (Grwip) 

PUBCBASINO  : 

Under  Paidusins  Ofiee  Cl«ik 
Juitor  PwrehatlBc  Oflet  Ckrk 
Bcntor  Pniduudnc  OAm  Cl«rk 
Prlncfpal  PwrehatlBc  Ofic«  Cteik 

Jwdar  Parduudiiff  Asant 
Asalsteat  P»gch>rifig  Affcat 
Senior  PnrchMtef  Acmt 

Shipping  : 

Jnnlnr  Sklppint  Ckrk 

Stnlor  SUpplnff  Cl«fk 

Jnntor  PnbUoitlMU  Distrlbntor 
Senior  Pnbllcntloni  Dtetrlbntor 
Chkf  PnbUcntlono  DIotribntor 

Snporintondont  of  Pnbllc  Dtcnnnnti 

Jnnior  Ftah  DktrllMtlon  CSoik 
Senior  Ftah  Dtatrlbntlon  Ckifc 

SrosiKSiPiiia — Commi88abt  Sopfliss: 
Janlor  Cmmmimnj  Clork 
Senior  C— taierr  Clefk 
Hood  GoamlMUT  Clefk 

f^BBKSEPINQ OlNBBAL   STOBBB  .' 

Jnnior  Stortkooper 
Senior  Stonkoepor 
Hood  Stonkoepor 

STOSKKaSPINO MILITABT  AND  NAYAL  StOUB  BBGOBDB  : 

Jnnior  Stereo  Clofk  (llliUnrr  end  NotbI) 
Smler  Stereo  Clerk  (MlUtery  and  NoTai) 
Frfawipal  Stereo  Ooik  (Millterr  and  NaTal) 

Stobbkebpisco — Orricx  Sdpplibb  : 
Under  Sapplleo  Ooik 
Jnnior  SbppUm  deik 
Senior  Snpplleo  Clerk 
Prineipal  Sapplleo  Clerk 
Head  Snpplloo  Ctaik 

Aariotent  te  Sentor  SappUeo  Oflcer 
Sapplleo  OAeer 
Sonter  Sapplleo  Ofleer 
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Storbkbeping — Sbcusitzes  : 

SccnrltiM  8c«l«r  aBd  Packw 
Security  Vaalt  Attendaiit 
Under  SeeuittM  Clerk 
Janlor  Seeuritles  Clerk 
Senler  Secorltiea  Clerk 
Prirndpal  Seeuritiee  Cleik 
Head  Seaurltiee  Clerk 


CHECKING 


Title  of  Class  : 

SUPPLY  AND  EQUIPMENT  CHECKER 

Specifications  of  Class  3  0  ^ 

Daties: 

Under  superyisk)n,  to  check  stores  In  or  out  of  warehouses;  to  handle  or 
check  shipments  of  supplies  at  freight  stations;  to  liandle,  check,  store,  or 
pack  stores  In  warehouses ;  and  to  perform  related  work  as  directed. 

Examples:  Tallying  In  or  out;  keeping  tonnage  records;  keeping  time;  mak- 
ing over,  short,  and  damage  report;  assembling  articles  or  merchandise;  oyer- 
seelng  the  proper  labeling  of  goods;  tracing  shipments;  assuming  responsi- 
bility for  safe  storage  or  freight  shipments. 

Qualifications: 

Common-school  education ;  preferably  some  clerical  experience ;  ability  to  keep 
ordinary  records;  and  quickness  of  c^servation. 

Principal  lines  of  Promotion 

To :  Junior  Shipping  Clerk ;  Chief  Supply  and  Equipment  Checker. 

Compensation  for  Class 

Annual:  $1200-$1260 


Title  of  Class  : 

CHIEF  SUPPLY  AND  EQUIPMENT  CHECKER 

Specifications  of  Class  Q  H  ^ 

Daties:  OUO 

Under  general  direction,  to  supervise  the  diecking  of  outgoing  and  inooming 
shipments  of  supplies  or  equipment  and  personally  to  perform  such  work;  to 
supervise  the  receiving,  handling.  Inspecting,  and  storing  of  supplies  and  equip- 
ment, and  the  work  of  laborers  engaged  in  such  work;  to  supervise  the  load- 
ing of  trucks  and  routing  of  deliveries;  to  keep  records  and  make  reports; 
and  to  perform  other  related  work. 

Qoalificationa: 

Common-school  education ;  not  less  tiban  one  year's  successful  experience  ss  a 
Supply  and  Equipment  Checker ;  knowledge  of  the  handling,  checking,  and  stor- 
ing of  supplies;  some  clerical  experience;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Supply  and  Equipment  Checker;  Junior  Storekeeper;  Junior  Shipping 

Clerk. 
To :  Senior  Shipping  Clerk. 

Compensation  for  Class 

Annual:  $132a41380-$1440 
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PROPERTY  ACCOUNTS  EXAMINATION 


Title  of  Class  : 

JUNIOR  PROPERTY  ACCOUNTS  EXAMINER  r^.y 

Speeifications  of  Class 
Doties: 

To  perform,  under  supervision,  clerical  work  Involved  in  the  Inde^cing,  record- 
ing, and  preliminary'  examination  of  property  accounts  and  returns ;  to  examine 
property  accounts  and  vouchers  for  correctness  of  form  and  siifnatures  and  for 
completeness  of  series  of  vouchers  submitted;  to  verltj'  invoices  and  receipts; 
to  check  property  accounts  against  inventories  or  controlling  accounts;  to  com- 
pare entries  in  the  accounts  with  the  supporting  vouchers,  coupons,  or  stamps, 
and  to  check  the  extensions  and  footings ;  to  check  reported  issues  and  expendi- 
tures of  property  with  the  authorized  allowances ;  to  prepare  lists  or  notations 
of  any  discrepancies  and  Irregularities ;  to  file  settled  accounts  and  returrs ;  and 
to  perform  related  work  as  required. 

Qoalificstioiis: 

Oomnum-school  education ;  not  less  than  one  year's  successful  clerical  experi- 
ence in  connection  with  supply  work,  at  least  six  months  of  which  shall  have 
been  in  property  accounting  work ;  and  accuracy. 

Principal  Lines  of  Promotion 

To:  Senior  Property  Accounts  Examiner. 

Compensation  for  Class 

Annual:  $1320-$1380~$1440 


Name  of  Gboup  of  Classes  : 

SENIOR  PROPERTY  ACCOUNTS  EXAMINER 

Titles  of  Typical  Classes  of  Gboup  :  Ox*' 

Senior  Property  Accounts  Examiner  (Post  Office  Department) 
Senior  Property  Accounts  Examiner  (Navy  Department) 
Senior  Property  Accounts  Examiner  (War  Department) 

Specifications  of  Classes  in  Group 
Dnties: 

To  perform,  under  general  superivlsion,  specialized  clerical  work  involved 
In  the  examination  and  settlement  of  property  accounts  and  returns;  to  re- 
view the  lists  of  discrepancies  and  irregularities  found  in  property  accounts 
by  the  preliminary  examiners,  to  make  any  authorized  adjustments,  and  to 
prepare  letters  of  differences  to  the  accountable  officers  when  necessary;  to 
check  all  reported  collection  of  money  for  public  property  sold,  lost,  or  damaged, 
and  to  verify  deposit  funds;  to  make  final  examination  of  pro];)erty  accounts 
and  prepare  letters  of  settlement;  to  decide  when  property  has  not  been  satis- 
factorily accounted  for  under  the  laws  and  regulations  and  to  report  such 
cases  for  the  collection  of  money  value  from  the  responsible  person;  and  to 
perform  rehited  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  tn'o  years'  successful  clerical  eicperience  in  connection  with  Ck>v- 
emment  supplies,  at  least  one  year  of  which  shall  have  been  in  property  ac- 
counting work ;  good  judgment  and  accuracy. 

Special  Qualifications: 

For  each  class  in  the  group,  working  knowledge  of  the  laws  and  regula- 
tions governing  property  accounting  in  the  department  or  office  concerned,  as 
indicated  by  the  title  of  that  class. 
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PrinciiMil  Lines  of  Promotion 

From:  Junior  Property  Accounts  Examiner. 
To:  Principal  Property  Accounts  ESzaminer. 

Compensation  for  Classes  in  Group 

Annual:  $16e(>-$162(V41680-$1740 


Name  of  Gboup  of  Classes: 

PRINCIPAL  PROPERTY  ACCOUNTS  EXAMINER 

Trnjcs  of  Typical  Clashes  in  Group  : 

Principal  Property  Accounts  Examiner  (Post  Office  Department) 
Principal  Property  Accounts  Examiner  (Navy  Department) 
Principal  Property  Accounts  Examiner  (War  Department)    ^  .  ^ 

Specifications  of  Classes  in  Group  O  J.  -L 

Duties; 

Under  general  supervision,  to  direct  the  work  of  ft  small  organization,  or  a 
section  of  a  large  organization,  engaged  in  the  examination  and  final  settle- 
ment of  property  accounts  and  returns;  to  formulate  general  instructions  for 
the  guidance  of  employees  in  the  performance  of  the  work ;  to  render  dedsions 
as  to  the  interpretation  or  application  of  laws  and  regulations  in  doubtful 
cases  which  arise  In  the  examination  of  property  accounts ;  to  dictate  or  review 
letters  of  differences  and  letters  of  settlement  to  accountable  officers ;  to  ad^lBe 
accountable  officers,  when  necessary,  as  to  the  procedure  required  to  adjnst 
discrepancies  in  their  accounts;  to  maintain  a  record  of  persons  accountable 
for  public  property,  for  the  purpose  of  assuring  proper  accounting;  to  prepare 
general  correspondence  incident  to  the  examination  of  property  accounts;  to 
prepare  reports ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years'  successful  clerical  experience  in  connection  witii  gov- 
ernmental supplies,  at  least  two  years  of  which  shall  have  been  in  property  ac- 
counting work;  administrative  ability;  and  good  judgment. 

Special  Qualifications: 

For  each  class  in  the  group,  knowledge  of  the  laws  and  regulations  govern- 
ing property  accounting  in  the  department  or  office  concerhed,  as  indicated  by 
the  title  of  that  class. 

Principal  Lines  of  Promotion 

From ::  Senior  Property  Accounts  Examiner. 
To :  Head  Property  Accounts  Examiner. 

Compensation  for  (Hasses  in  Gronp 

Annual:  $180a-$192O-$198(M2040 


Namb  of  Gboup  of  Ciasses  : 

HEAD  PROPERTY  ACCOUNTS  EXAMINER 

TiTua  OF  Typical  Classes  in  Gboup: 

Head  Property  Accounts  Examiner  (Post  Office  Department) 

Head  Property  Accounts  Examiner  (Navy  Department) 

Head  Property  Accounts  Examiner  (War  Department)  q  |  O 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  plan,  allot,  and  supervise  the  work  and  super- 
vise the  personnel  of  a  large  organization  engaged  in  the  examination  and 
final  settlement  of  property  accounts  and  returns ;  to  consider  and  recomm^d 
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reyfslons  of  property  accounting  methods  or  the  adoption  of  new  ^ystenui  and 
blank  forms;  to  recommend  for  approval  general  controlling  policies  of  prop- 
erty accounting ;  to  issue  certificates  of  non-indebtedness  for  property ;  to  pass 
upon  the  validi^  of  papers  filed  as  Touchers  to  property  accounts  in  cases  of 
apparent  irregularity  or  doubt;  to  advise  accountable  officers,  upon  request, 
as  to  the  interpretation  or  application  of  laws  and  regulations  oovering  prop- 
erty accounting;  to  institute  proceedings  for  the  collection,  from  accountable 
officers,  common  carriers,  vendors,  and  others,  of  the  value  of  lost,  damaged, 
or  defective  public  property;  to  conduct  correspondence  and  prepare  reports; 
and  to  perform  other  related  work. 

Common  Qnalillcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years*  successful  clerical  experience  in  connection  with 
Government  supplies,  at  least  two  years  of  which  diall  have  been  in  responsible 
property  accounting  work;  administrative  ability;  and  superior  judgment 

Special  Qualifications: 

For  each  class  in  the  group,  intimate  knowledge  of  the  laws  and  regulations 
governing  property  accounting  in  the  department  or  office  concerned,  as  indi- 
cated by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Principal  Property  Accounts  Examiner. 

.  Compensation  for  Qasses  in  Groop 

Annual:  |228(>^2400-|2520-|2640 


PURCHASING 


Title  or  Cukss : 

UNDER  PURCHASING  OFFICE  CLERK 

Spectficatlons  of  Class  O  1    ^ 

Duties:  Olo 

To  perform,  under  immediate  supervision,  simple  routine  clerical  work  in  a 
Government  purchasing  office;  and  to  perform  related  work  as  required. 

Examples:  Comparing  specifications;  addressing  envelopes  to  dealers;  as- 
sonbling  lists  of  supplies  and  pasting  same  on  blank  forms ;  folding  blue  prints ; 
assisting  in  the  opening  of  bids ;  checking  bidders*  samples. 

Qnalifications: 

Training  equivalent  to  that  represented  by  two  years  of  high  school ;  prefer- 
ably some  experience  in  a  purchasing  office;  diligence  and  accuracy. 

Principal  Lines  of.  Promotion 

To :  Junior  Purchasing  Office  Clerk. 

Compensation  for  Class 
Annual:  $120O-$12eO-^S2O 


TrriM  07  CiASS : 

JUNIOR  PURCHASING  OFFICE  CLERK 

Specifications  of  Class  3  J  4 

Datiss:  "  ^  ^ 

To  perform,  under  supervision,  prescribed  routine  clerical  work  involved 
in  making  purchases  of  materials,  supplies  and  equipment;  and  to  perform 
related  work  as  required. 

Examples :  Verl:6^ng  items,  prices,  extensions,  and  footings  on  requisitions ; 
preparing  and   mailing  requests  for  proposals   and   quotations;   making  up 
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schedules  of  supplies  from  requisition;  writing  schedules  and  doing  other 
routine  work  in  connection  with  opening  bids;  checking  bids  for  correctDess 
of  items,  extensions,  and  footings ;  performing  routine  work  in  the  preparation 
of  contracts,  purchase  orders,  vouchers,  and  cancellations;  preparing  fom 
letter  correspondence  in  connection  with  the  distribution  of  copies  of  approved 
contracts ;  maintaining  mailing  lists  of  dealers,  and  flies  of  trade  catalogs  and 
price  lists;  examining  contracts  and  bonds  for  correctness  as  to  form  and 
signatures;  registering  and  recording  contracts,  bonds,  and  bidders'  checks 
filed  with  bids ;  keeping  records  of  purchase  orders,  delivery  invoices  and  bills : 
checking  invoices  and  bills  for  certification  of  vouchers;  tracing  delivery  of 
material  on  unpaid  accounts;  following  up  the  status  of  unfilled  orders;  pre- 
paring routine  correspondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  one  year's  successful  experience  in  a  purchasing  office,  at  least 
six  months  of  which  shall  have  been  in  a  Government  Purchasing  Office; 
carefulness;  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Under  Purchasing  Office  Clerk. 
To :  Senior  Purchasing  Office  Clerk. 

Compensation  for  Class 

Annual:  $1440-|1500^1560 


Title  of  Class  : 

SENIOR  PURCHASING  OFFICE  CLERK 

Specifications  of  Class  o  1  0 

Duties: 

To  perform,  under  general  supervision,  work  of  a  clerical  nature  requiring 
the  exercise  of  specialized  knowledge  of  the  procedure  involved  In  makmg 
purchases  of  materials,  supplies,  and  equipment  for  the  €U>vemment;  when 
required,  to  supervise  groups  of  clerical  employees  engaged  in  this  work;  and 
to  perform  related  work  as  required. 

Examples:  Checking  requisitions  and  recommending  revision  of  quantities 
when  desirable ;  estimating  prices ;  preparing  and  revising  specifications ;  checl:- 
Ing  proposals ;  preparing  awards ;  writing  contracts ;  preparing  purchase  orders; 
arranging  for  the  Inspection  of  materials  purchased  or  manufactured  and  re- 
cording reports  thereon ;  formulating  correspondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  two  years*  experience  in  a  purchasing  office,  one  year  of  which 
shall  have  been  in  general  experience  In  a  Governmet  purchasing  office;  thor- 
ough knowledge  of  the  laws  and  regulations  governing  the  purchase  of  property 
for  the  Governient;  good  Judgment;  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Purchasing  Office  Clerk. 

To:  Principal  Purchasing  Office  Clerk;  Junior  Purchasing  Agent. 

Compensation  for  Class 

Annual:  $1680-$174M1800-|18e0-$1920 
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Title  of  Class  : 

PRINCIPAL  PURCHASING  OFFICE  CLERK 

Specifications  of  Class 
Duties: 

To  perform,  under  general  supervision,  difficult  or  highly  specialized  work  of 
a  clerical  nature  involved  in  the  making  of  purchases  olV  varied  materials, 
supplies,  and  equipment ;  to  supervise  employees  engaged  in  routine  phases  ot 
this  work;  and  to  perform  related  work  as  required. 
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Examples :  Checking  and  revising  requisitions  for  supplies ;  reyiewing  speclfl- 
<»tloD8;  Issuing  requests  for  proposals;  examining  and  scheduling  bids;  super- 
vising  the  preparation  of  purchase  orders;  dictating  correcq^ndence  and  re- 
ports ;  conferring  with  purchasing  agents  regarding  tlie  activities  of  the  office. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
DOt  less  than  three  years*  e^>erience  in  a  purchasing  office,  at  least  two  years 
of  which  shall  have  been  in  responsible  work  in  a  Gtovemment  purchasing  offloe; 
general  knowledge  of  the  law  of  contracts;  thorough  knowledge  of  the  lawn 
And  regulations  governing  the  purchase  of  property  tor  the  Ctoveniment;  super* 
risory  ability;  and  integrity. 

Principal  Lines  of  Promotion 

From:  Senior  Purchasing  Office  Clerk. 

To:  Junior   Purchasing  Agent;   Assistant  Purchasing  Agent 

Compensation  for  Class 

Annual :  f  ld8(>-|2100-$2220-$2340 


TnxE  07  CiASs: 

JUNIOR  PURCHASING  AGENT  .^ 

Specifications  of  Class  ^  ^  ^ 

Doties: 

Under  general  supervision,  to  be  responsible  for  the  purchase  of  materials 
and  equipment  of  a  varied  nature  other  than  office  supplies  and  equipment  for 
an  organization  In  which  such  work  Is  of  lesser  importance  or  volume ;  to  In- 
Tite  proposals;  to  award  contracts  or  make  recommendations  therefor;  to 
prepare  and  place  purchase  orders;  to  direct  and  supervise  the  activities  of 
employees  engaged  in  work  related  thereto ;  and  to  perform  other  related  work. 

Examples :  Serving  as  purchasing  agent  for  the  Bureau  of  Chemistry,  Weather 
Bureau,  or  States  Relations  Service. 

(tuaUflcations: 

Training  equivalent  to  that  r^resented  by  graduation  from  high  school ;  not 
less  than  three  years*  experience  in  purchasing  offices,  at  least  two  years  of 
which  shall  have  been  in  responsible  work  in  a  Government  purchasing  office ; 
knowledge  of  market  conditions  and  methods  of  purchasing;  working  knowl- 
edge of  the  law  of  contracts  and  thorough  knowledge  of  laws  and  regulations 
goyeming  the  purchase  of  property  for  the  Government ;  and  good  Judgment 

Principal  Lines  of  Promotion 

From:  Principal  Purchasing  Office  Clerk;  Senior  Purchasing  Office  Clerk. 
To:  Assistant  Purchasing  Agent,  Senior  Purchasing  Agent. 

Compensation  for  Class 

I       Annual :  |240(H2520-$2640^t2700 
I 


Title  of  Ciass: 

ASSISTANT  PURCHASING  AGENT 

^  Specifications  of  Class  ^  j  .s 

Dntles:  ^  ^ 

To  assist  a  Senior  Purchasing  Agent  in  purchases  on  a  large  scale  of  varied 
materials  and  equipment  other  than  office  supplies;  personally  to  perform  or 
have  charge  of  such  of  the  Important  or  involved  phases  of  the  work  of  the  office 
as  may  be  assigned ;  to  assume  the  work  of  a  Senior  Purchasing  Agent  in  his 
absence;  and  to  perform  other  related  work. 

Qmdifieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years*  experience  In  responsible  work  In  large   purchasing 
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offices ;  at  least  two  years  of  which  shall  have  been  in  a  Government  purchasing 
office;  knowledge  of  market  conditions,  current  prices,  and  traffic  procedure; 
familiarity  with  methods  of  making  purchases ;  working  knowledge  of  the  law 
of  contracts  and  thorough  knowledge  of  the  laws  and  regulations  goveming 
the  purchase  of  property  for  the  Government;  administrative  ability;  good 
judgment  and  integrity. 

Principal  Lines  of  Promotion 

Prom:  Junior  Purchasing  Agent;  Principal  Purchasing  Office  Clerk. 
To:  Senior  Purchasing  Agent. 

Compensation  for  Class 

Annual:  $27e(M288M800(>-^120 


Titus  of  Class  : 

SENIOR  PURCHASING  AGENT 

Specifications  of  Class  O  i  ^ 

Dvdes:  O  1  %^ 

To  exercise  responsible  direction  and  control  over  extensive  purchases  of 
varied  materials,  supplies,  and  equipment  other  than  office  supplies  and  equip- 
ment, for  an  executive  department  or  other  Government  establishment  or  a 
bureau  making  purchases  on  a  large  scale;  to  establish  purchasing  policies;  to 
reccdve  and  review  requisitions;  to  review  and  prepare  specifications;  to  In- 
vite proposals,  examine  bids,  and  make  awards ;  to  negotiate  contracts ;  to  inter- 
view dealers  or  their  agents;  to  investigate  sources  of  supply  and  maintain 
records  pertaining  thereto;  to  cooperate  with  technical  advisors;  to  conduct 
correspondence  and  prepare  reports ;  to  direct  the  activities  of  a  staff  engajared 
in  this  work ;  and  to  perform  other  related  work. 

Examples :  Serving  as  general  purchasing  officer  for  the  Panama  Canal,  pur- 
chasing officer  for  the  District  of  Columbia,  or  purchasing  agent  for  the  Govern- 
ment Printing  Office. 

Qiudificationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  as  purchasing  agent  or  assistant  purchasing 
agent  in  a  large  commercial  or  Government  organization,  at  least  three  years  of 
which  shall  have  been  in  a  large  Government  establishment;  knowledge  of 
market  conditions,  business  practices,  current  prices,  and  traffic  procedure; 
familiarity  with  the  best  means  of  obtaining  competitive  or  mirimum  quota- 
tiors;  general  knowledge  of  the  law  of  contracts  and  thorough  knowledge  of 
the  laws  and  regulations  governing  the  purchasing  of  property  for  the  Govern- 
ment ;  administrative  ability ;  keen  business  judgment ;  and  integrity. 

Principal  Lines  of  Promotion 

From :  Assistant  Purchasing  Agent ;  Junior  Purchasing  Agent. 

Compensation  for  Class 


SHIPPING 


Title  of  Class  : 

JUNIOR  SHIPPING  CLERK 

fdy- 

Dnties:  * 

Under  immediate  supervision,  to  perform  routine  clerical  work  involved  ia 
receiving  and  dispatching  public  and  private  property  by  rail,  motor  truck,  or 
other  means  of  transportation ;  and  to  perform  related  work  as  required. 
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ExampleB :  Keceirlng,  checking,  and  forwarding  property  to  destination ;  pre- 
paring dray  tickets,  bills  of  lading,  and  shippir  g  invoices ;  comparing  consign- 
ments with  express  companies'  invoices ;  keeping  accounts  of  shipments  received 
and  disputched ;  writing  form  and  tracer  letters  relating  to  shipments ;  sending 
out  blank  transportation  forms  on  request;  keeping  records  and  indexes  of 
bills  of  lading ;  keeping  account  of  expenditures  for  drayag? ;  assisting  in  dls- 
patching  vehicles  with  consignments;  keeping  accounts  of  fuel  received  and 
distributed  through  Government  fuel  yards;  weighing  and  directing  deliveries 
of  fuel. 

QoalttcatioM: 

CommcHi-sehool  education ;  preferably  six  months'  experience  in  clerical  work 
In  sliipping  office  or  warehouse ;  and  integrity. 

Prindiml  Lines  of  Promotion 

From :  Supply  and  Equipment  Checker ;  Packer. 

To :  Senior  Shipping  Clerk ;  Chief  Supply  and  Equipment  Checker. 

Compensation  for  Class 

Annual:  $1320-$1380-$144O-91500 


Title  of  Class  : 

SENIOR  SHIPPING  CLERK  ^  ^^  , 

Specifications  of  Class  O^X 

Datifis: 

Under  supervision,  to  perform  difficult  and  responsible  clerical  work  involved 
in  receiving  and  dispatching  public  and  private  property  by  rail,  motor  trucks, 
or  other  means  of  transportation;  to  supervise  other  employees  engaged  in 
such  work ;  and  to  perform  related  work  as  required. 

Examples:  Receiving  and  forwarding  freight  and  express  shipments  to 
destinations;  supervising  the  loading,  unloading,  and  checking  of  property; 
Iseeping  records  of  shipments,  and  of  equipment  used  for  drayage  purposes, 
together  with  cost  of  maintaining  drayage  facilities;  directing  the  movement 
of  vehicles  engaged  in  hanling  property ;  supervising  the  packing  and  marking 
of  supplies  for  sliipments;  keeping  account  of  costs  of  materials  for  packing 
and  crating ;  conducting  correspondence  relating  to  shipments ;  supervising  the 
receipt,  loading,  unloading,  and  weighing  of  fuel  and  its  distribution  to  the  sev- 
eral Government  establishments;  accounting  for  fuel  and  directing  the  move- 
ments of  fuel  trucks. 

Qmdifications: 

Common  school  education;  not  less  than  two  years*  experience  in  the  ship- 
ping department  of  a  Government  or  commercial  establishment ;  some  knowledge 
of  railroad  traffic;  supervisory  ability;  and  integrity. 

Principal  Lines  of  Promotion 

From :  Junior  Shipping  Clerk ;  Chief  Supply  and  Equipment  Checker. 
To:  Head  Storekeeper. 

Compensation  for  Class 

Annual:  $1620-$168(K$1740-$1800 


Tftle  of  Class  : 

JUNIOR  PUBLICATIONS  DISTRIBUTOR 

Duties: 

Under  supervision,  to  perform  prescribed  routine  clerical  and  related  work 
involved  in  the  procurement,  storage,  and  distribution  of  publications. 

Kxamples:  Receiving,  checking,  and  storing  publications;  keeping  simple 
records  of  receipts  and  distributions;  preparing  vouchers  covering  payments 
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for  publications ;  making  out  r^;K>rts  of  stocks  on  hand,  receipts,  and  distrilra- 
tions ;  preparing  mailing  and  subscription  lists ;  assisting  In  assembling  wrap- 
ping, packing,  and  mailing  publications;  addressing,  filing,  and  sealing  en- 
velopes; answering  Inquiries  regarding  publications;  preparing  distributioii 
orders  on  the  Government  Printing  Office  and  filing  requests  which  have  been 
filled. 

Qualifications: 

Common  school  education;  not  less  than  six  months*  clerical  experience; 
clerical  aptitude  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Packer  Messenger. 

To :  Senior  Publications  Distributor. 

Compensation  for  Class 

Annual :  $114M1200-41260 

TrrLK  or  Class  : 

SENIOR  PUBLICATIONS  DISTRIBUTOR 

Duties: 

Under  general  supervision,  to  perform  Independent  responsible  clerical  work 
in  connection  with  the  procurement,  storage,  and  distribution  of  publications; 
to  supervise  the  work  of  other  employees  engaged  In  routine  phases  of  such 
work;  and  to  perform  related  work  as  required. 

Examples:  Conducting  a  small  departmental  publication-distributing  office; 
ordering,  storing,  and.  In  accordance  with  instructions,  distributing  publica- 
tions; maintaining  mailing  lists  and  publications  Indexes;  filing  requests  for 
publications;  directing  the  work  of  employees  engaged  In  wrapping,  packing, 
and  mailing  publications;  keeping  records  of  receipts  and  distributions;  con- 
ducting correspondence  relating  to  publications;  compiling  reports  on  publica- 
tions. 

Qaalifications: 

Common-school  education;  not  less  than  two  years'  clerical  experience,  six 
months  of  which  shall  have  been  In  a  publications  distributing  office  of  a  Oov- 
ei*nment  establishment ;  ability  to  handle  ordinary  correspondence ;  supervisory 
ability;  and  good  judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Publications  Distributor. 
To :  Chief  Publications  Distributor. 

Compensation  for  Class 

Annual:  $1500^156M1620 


Title  of  Class  : 

CHIEF  PUBLICATIONS  DISTRIBUTOR 

Specifications  of  Class  0>w4- 

Dnties: 

Under  general  direction,  to  supervise  the  work  of  a  large  group  of  employees 
engaged  in  the  distribution  of  publications ;  to  devise  methods  to  facilitate  and 
expedite  the  work;  to  maintain  cost  and  supply  records;  to  make  reports  as 
to  status  and  progress  of  work ;  to  conduct  administrative  correspondence ;  and 
to  perform  related  work  as  required. 

Examples:  Supervising  a  large  departmental  publications-distribution  office; 
exercising  supervision  over  a  force  of  clerical  employees  engaged  in  receiving, 
storing,  and  distributing  publications;  directing  a  large  force  of  employees 
engaged  in  folding,  sorting,  packing,  and  mailing  publications. 

Qualifications: 

Training  equivalent  to  graduation  from  high  school  or  business  school;  not 
less  than  two  years*  responsible  experience  in  a  large  organization  dlstrlbutinx 
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publications,  six  months  of  which  shall  have  been  in  a  Government  establish- 
ment; and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Publications  Distributor. 
To :  Superintendent  of  Public  Documents. 

Compensation  for  Class 

Annual:  $240042520-^2640^2760 


Tttlb  of  Czass  : 

SUPERINTENDENT  OP  PUBLIC  DOCUMENTS 

Specifications  of  Class  3  2  «> 

Dirties: 

To  direct  the  storage,  sale,  and  distribution  of  Government  publications  in 
accordance  with  existing  laws;  to  supervise  employees  engaged  in  this  work; 
and  to  perform  other  related  work. 

Qualificatioiis: 

Training  equlvalait  to  that  represented  by  graduation  for  high  school; 
knowledge  of  the  laws  relating  to  the  printing,  sale,  and  distribution  of  Gov- 
ernment publications;  knowledge  of  accounting;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Chief  Publications  Distributor. 

Compensation  for  Class 


TrrLB  OF  Class: 

JUNIOR  FISH  DISTRIBUTION  CLERK 

Specifications  of  Class  3^6 

Datiei: 

Under  supervision,  to  perform  clerical  work  involved  in  the  allotment  and 
distribution  of  fish  for  stocking  inland  waters,  by  the  Bureau  of  Fisheries; 
and  to  perform  related  work  as  required. 

Examples :  Receiving  requests  and  making  allotments  to  applicants ;  keeping 
records  of  distribution,  cars,  and  costs;  issuing  routing  instructions;  con- 
ducting correspondence  with  applicants  and  with  fish  stations;  collecting  and 
filing  data  relating  to  results  of  fish  plantings. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  in  clerical 
work;  preferably  one  year's  experience  in  connection  with  the  distribution 
of  fish ;  and  knowledge  of  stenography. 

Principal  Lines  of  Promotion 

To :  Senior  Fish  Distribution  Clerk. 

Compensation  for  Class 

Annual:  $1440^1500^$1560 

TmjB  OF  Class  : 

SENIOR  FISH  DISTRIBUTION  CLERK 

Specifications  of  Class  Q  9  ^ 

Duties:  •^  -^  * 

Under  general  direction,  to  supervise  clerical  work  involved  In  the  distri- 
bution of  fish  for  stocking  inland  waters,  by  the  Bureau  of  Fisheries;  and  to 
perform  other  related  work. 
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Examples:  Directing  the  work  of  a  number  of  employees  engaged  in  dis- 
tributing blank  applications  for  fish ;  keeping  records  of  distribution,  can, 
and  costs ;  issuing  routing  instructions ;  examining  requests  for  fish  and  deter- 
mining requirements;  conducting  correspondence  relating  to  the  work;  di- 
recting the  movement  of  cars  and  making  arrangements  with  railroad  com- 
panies for  handling  fish. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  at  a  fish  station;  preferably  one  year's 
railroad  traffic  experience;  practical  knowledge  of  fish  culture;  and  good 
Judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Fish  Distribution  Clerk. 

Compensation  for  Class 

Annual:  $186M192(>-91d80-$2040 


STOREKEEPING— COMMISSARY  SUPPLIES 


Title  of  Ciass  : 

JUNIOR  COMMISSARY  CLERK 

Specifications  of  Class  Q  9  ?n 

Duties:  <i -'^ 

Under  Immediate  supervision,  to  perform  prescribed  routine  clerical  work 
involved  In  the  receipt,  storage,  and  sale  of  commissary  stores ;  and  to  perf6nn 
related  work  as  required. 

Examples:  Taking  orders  for  merchandise;  filling  and  checking  ordera  for 
merchandise;  putting  up  staple  groceries  in  most  called  for  qoantlties;  mak- 
ing sales  of  articles  of  equipment  not  requiring  any  special  knowledge  of  the 
commodity;  keeping  stock  in  order;  keeping  posted  on  sale  prices;  cheddng 
incoming  stores  and  arranging  same  on  shelves;  ordering  replenishment  stores 
from  reserve  warehouses. 

Qualifications: 

Common-school  education;  not  less  than  two  years*  clerical  experience, 
preferably  In  handling  merchandise  in  a  commercial  or  Government  establish- 
ment ;  good  address  and  integrity. 

Principal  Lines  of  Promotion 

From :  Packer ;  Junior  Messenger. 
To :  Senior  Commissary  Clerk. 

Compensation  for  Class 

Annual :  $1140-$1200-^1260 


TrrLE  OF  Class: 

SENIOR  COMMISSARY  CLBRK  Q  9  ?^ 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  difficult  work  involved  in  the  receipt,  storage, 
and  sale  of  commissary  stores;  at  times  to  supervise  a  few  other  employees 
engaged  in  such  work ;  and  to  perform  related  work  as  required. 

Examples:  Inspecting  incoming  stores  to  check  quality  and  quantity;  act- 
ing as  cashier;  sorting  and  distributing  mail  orders;  checking  orders  to  see 
that  they  are  correctly  written  and  properly  totaled;  directing  the  movement 
of  stores  from  reserve  warehouse  and  assuming  responsibility  for  those  en 
route;  maintaining  stocks,  supervising  order  fillers  and  helpers  in  stock  room; 


BEGHiASSEFIGATlON  COMMISSION  KBPORT — ^PABT  U.  167 

making  sales  not  requiring  special  knowledge  of  commodities;  selling  and 
accounting  for  gasoline  and  oil. 

Qualifications: 

Training  equivalent  to  that  represented  by  two  years  in  a  business  school; 
not  less  than  one  year's  successful  experience  in  a  commercial  or  Ck>vemment 
establishment  handling  merchandise;  and  good  address. 

Principal  Lines  of  Promotion 

From:  ^Tunlor  Commissary  Clerk. 
To:  Head  Commissary  Clerk. 

Compensation  for  Class 

Annual:  $1320-^1380-11440 


Tms  OF  Class: 

HEAD  COMMISSARY  CLERK  O  '  ^ 

Specifications  of  Class  •     ^  ^ 

Duties: 

Under  general  direction,  to  supervise  a  force  of  commissary  clerks  or  per- 
sonally perform  specialized  and  responsible  clerical  work  requiring  mature 
judgment  and  discretion,  involved  in  the  receipt,  storage,  and  siale  of  commis- 
sary stores  and  to  perform  other  related  work. 

Ebmmples :  Receiving  and  checking  all  incoming  and  outgoing  supplies ;  filling 
or  supervising  the  filling  of  orders;  managing  a  department  of  a  commissary 
store  which  requires  special  knowledge  of  the  commodities  handled;  super- 
vising sales ;  supervising  a  group  of  order  writers  and  cashiers ;  estimating  and 
requisitioning  all  supplies  needed  to  maintain  stores;  accounting  for  stores; 
conducting  a  small  commissary. 

QnaUficatioiifl: 

Training  equivalent  to  that  r^resented  by  graduation  from  a  business 
school ;  not  less  than  two  years'  successful  experience  in  selling,  and  in  directing 
a  force  of  salesmen,  clerks,  and  cashiers  in  a  large  mercantile  establishment; 
administrative  ability;  and  good  address. 

Principal  Lines  of  ProaotioB 

From:  Senior  Commissary  Clerk. 

Compensation  for  Class 

Annual:  $162an$168O-|174O-^1800 


STORBKEEPINQ— OEl^RAL    STORES 


Title  or  Class: 
JUNIOR  STOREKEEPER 

Specifications  of  Class  OOJ. 

Duties: 

Under  immediate  supervision,  to  perform  prescribed  routine  clerical  work,  in 
a  warehouse  or  storehouse,  involved  in  receiving  and  storing  military,  dvil, 
and  naval  materials  and  stores ;  and  to  perform  related  work  as  required. 

Examples :  Asiristing  in  receiving  and  storing  supplies  and  materials ;  check- 
ing and  keeping  record  of  receipts  and  Issues  of  stores  and  materials;  filling 
requisitions  and  preparing  materials  for  packers ;  assisting  in  Issuing  materials 
and  tools  for  projects;  inspecting,  sorting,  and  classifying  salvaged  materials 
and  equipage. 

QnaUftcatioiifl: 

Common-sdiool  education ;  preferably  some  experience  in  warehouse  methods ; 
and  trustworthiness. 
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PrindiMl  Lines  of  PromotiiNi 

From:  Under  Supplies  Clerk. 

To :  Senior  Storekeeper ;  Chief  Equipment  and  Supply  Checker ;  Inspector  of 
Supplies  and  Materials. 

CMnpensation  for  Clan 

Annual :  $ld2O-^138a-$1440 


Tftlb  of  Class: 
SENIOR  STOREKEEPER 

Spedficatioiis  of  Class  o  ti  '-^ 

Duties: 

Under  supervision,  to  perform  work  Involved  In  receiving  and  storing  Id 
warehouses  or  storehouses,  dvll,  military,  or  naval  materials  and  stores;  in 
some  Instances  to  exercise  supervision  over  employees  engaged  in  such  work; 
and  to  perform  related  work  as  required. 

Examples:  Assisting  a  Head  Storekeeper  in  supervising  and  directing  the 
activities  within  a  warehouse;  receiving,  checking,  and  storing  supplies  and 
materials;  assorting  and  putting  stores  in  proper  place;  filing  requisitions  for 
military  and  naval  stores ;  Issuing  tools  and  materials  to  laborers ;  supervising 
the  repacking  and  marking  of  supplies  and  stores;  directing  the  cleaning  of 
warehouses ;  keeping  records  of  receipts  and  issues ;  supervising  and  directing 
laborers  In  the  movement  of  stores  In  and  out  of  warehouses. 

QiiaMaitioiui: 

Common-school  education ;  not  less  than  one  year's  successful  experience  in 
:Teoelvlng  and  storing  supplies  and  materials  in  warehouses ;  supervisory  ability; 
ability  to  keep  ordinary  records;  and  trustworthiness. 

PrindiMl  Lines  of  Promotioii 

From;  Junior  Storekeeper;  Junior  Supplies  Clerk. 
To:  Head  Storekeeper. 

Compensation  for  Class 

Annual:  $1560-^1620^168M1740 
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Title  of  Class  : 

HEAD  STOREKEEPER 

Spedflcations  of  Class 
Duties: 

Under  general  direction,  to  supervise  work  involved  in  receiving  and  storing 
in  warehouses  or  storehouses,  civil,  military,  and  naval  materials  and  stores; 
and  to  perform  related  work  as  required. 

Examples:  E^xercising  general  supervision  over  activities  in  a  warehouse; 
supervising  the  receiving,  checking,  and  storing  of  materals  and  stores;  issuing 
tools  and  materials  for  Jobs  in  accordance  with  specific  instructions ;  supervis- 
ing the  sorting,  classifying,  and  baling  of  salvaged  materials  and  assisting  in 
its  auctioning;  keeping  records  of  equipment  and  materials  received  for 
storage. 

Qualifications: 

Common-school  education ;  not  less  than  two  years*  successful  experience  in 
a  responsible  position  in  a  warehouse;  supervisory  ability;  ability  to  keep 
stores  records;  skill,  integrity,  and  energy. 

Principal  Lines  of  Promotion 

From:  Senior  Storekeeper;  Senior  Shipping  Clerk;  Inspector  of  Supplies  and 
Materials. 

Compensation  for  Class 

Annual :  $186O-$1920-*198a^2040 
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STORBKBBPING— MILITARY  AND  NAVAL  STORES  RBCX)RDS. 


Tmx  or  Glass  : 

JUNIOR  STORES  CLERK  (MILITARY  AND  NAVAL) 

Specificatioiis  of  Class  O  ^^ 

Duties:  OO^ 

Under  immediate  supervision,  to  perform  routine  clerical  work  involyed  in 
the  procurement,  maintenance,  issue,  and  sale  of  military  and  naval  stores ;  and 
to  perform  related  work  as  required. 

Examples:  Assisting  in  the  collection,  collation,  and  dissemination  of  data 
required  by  the  several  operating  services  of  the  military  and  naval  establiflfti- 
ments  in  the  procurement  and  Issue  of  stores;  keeping  records  of  stores  in 
process  of  manufacture  and  in  transit,  and  of  balances  due  on  contracts ;  keep- 
ing records  of  stores  received.  Issued,  and  on  hand  at  supply  depots;  keeping 
records  of  sales  of  surplus  stores;  assisting  in  compilation  of  estimates  for 
appropriations  for  military  and  naval  stores;  assisting  in  compilation  of  esti- 
mates of  requirements,  storage  catalogs,  inventory  lists,  manuals,  regulations, 
and  other  publications;  assisting  in  the  preparation  of  stock  reports  and  In 
the  tabulation  of  statements  required  in  annual  reports. 

Qnaliilcatioiis: 

Training  equivalent  to  that  represented  by  graduation  firom  high  school; 
not  less  than  six  months*  clerical  experience;  preferably  a  knowledge  of  type- 
writing; and  accuracy. 

Principal  Lines  of  Promotion 

To:  Senior  Stores  Clerk. 

Compensation  for  Class 

Annual:  $1440-^1500-^1560 

Tttus  or  Glass  : 

SENIOR  STORES  CLERK  (MILITARY  AND  NAVAL) 

Specifications  of  Class  Q  1  "^i 

Duties:  '^^'^ 

Under  supervision,  to  perform  clerical  work  usually  of  a  difficult  nature, 
involved  in  the  procurement,  maintenance,  storage,  issue,  and  sale  of  military 
and  naval  stores;  to  supervise  a  small  number  of  employees  engaged  in  such 
work;  and  to  perform  related  work  as  required. 

Examples:  Collecting,  collating,  and  disseminating  data,  relating  to  pro- 
curement and  supply,  required  by  the  several  operating  services  of  the  military 
and  naval  establishments;  receiving  and  reviewing  requisitions  for  stores  and 
revising  them  to  conform  to  prescribed  allowances;  preparing  schedules  of 
requirements  and  estimates  of  appropriations  for  stores ;  assisting  in  compiling 
and  editing  regulations,  manuals,  storage  catalogs,  and  other  publications 
relating  to  procurement  and  supply;  determining  necessary  rates  of  procure- 
ment; maintaining  prescribed  reserve  stocks  and  advising  purchasing  agency 
of  deficiencies ;  instructing  assistants  and  subordinates  in  the  work ;  tabulating 
sales  of  surplus  war  materials  and  keeping  records  of  such  transactions. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  successful  clerical  experience,  at  least  one  year  of  which 
shall  have  been  in  a  Government  establishment  dealing  with  military,  naval, 
or  civil  stores ;  knowledge  of  the  laws  and  regulations  governing  the  procure- 
ment, issue,  and  storage  of  military  and  naval  stores ;  supervisory  ability ;  and 
initiative. 

Prindpal  Lines  of  Promotion 

From:  Junior  Stores  Clerk. 
To:  Principal  Stores  Clerk. 

Compensation  for  Class 

Annual :  |1680-$174a41800-|18e0 
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TiTiJS  OF  Glabi  : 

PRINCIPAL  STORES  CLERK  (MILITARY  AND  NAVAL) 

Specifications  of  Class  Q  ^  k  & 

Duties:  ^^^^ 

Under  general  direction,  to  exercise  supervisory  and  administrative  direc- 
tion over  a  large  group  of  employees  engaged  in  clerical  work  involved  in 
the  procurement,  maintenance,  and  issue  of  military  and  naval  stores  and  the 
sale  of  surplus  stores;  to  give  advice  and  counsel  on  matters  relating  to  the 
procurement,  storage,  disposal,  and  maintenance  of  stores;  to  compile  and 
edit  regulations,  manuals,  and  other  publications  relating  to  procurement  and 
supply ;  to  perform  work  of  a  difficult  and  technical  nature  requiring  skill  and 
experience  in  the  compilation  of  estimates  of  requirements,  and  in  the 
preparation  of  procurement  and  issue  schedules,  inventories,  and  storage 
catalogs;  to  supervise  the  collection,  collation,  and  dissemination  of  data 
regarding  stores  required  by  the  several  operating  services  of  the  military 
and  naval  establishments;  to  conduct  correspondence  of  a  difficult  nature 
requiring  thorough  knowledge  of  the  commodities  involved;  and  to  perform 
other  related  work. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  two  years  in  college;  not  less 
than  five  years^  responsible  business  experience  in  a  Government  or  commercial 
establishment;  thorough  knowledge  of  the  laws  and  regulations  governing 
the  procurement,  issue,  and  storage  of  military  and  naval  stores ;  administrative 
ability;  and  resourcefulness. 

Principal  Lines  of  Promotion 

From:  Senior  Stores  Clerk. 

Compensation  for  Class 

Annual :  $2100-$222(M5234a-$2460-$2580 


STOREKEEPING— OFFICE  SUPPLIES 


Title  of  Class  : 

UNDER  SUPPLIES  CLERK 

Specifications  of  Class  oO  ^ 

Dnties: 

Under  immediate  supervision,  to  perform  simple  routine  clerical  work  in- 
volved in  the  procurement,  receipt,  storage,  issue  and  maintenance  of  office  sup- 
plies and  equipment;  and  to  perform  related  work  as  required. 

Examples :  Assisting  in  receiving,  checking,  marking,  and  storing  supplies  and 
equipment;  assisting  in  filling  requisitions;  delivering  supplies  to  requisition- 
ing offices ;  wrapping,  packing,  or  shipping  supplies ;  assisting  in  taking  inven- 
tories; operating  paper-cutting  machine;  and  filing  requisitions  which  have 
been  filled. 

Qualifications: 

Common-school  education;  clerical  aptitude;  and  good  physical  condition. 

Principal  Lines  of  Promotion  . 

From :  .Tunior  Messenger ;  Packer ;  Laborer. 
To:  Junior  Supplies  Clerk;  Junior  Storekeei)er. 

Compensation  for  Class 

Annual:  $108(>-$114a-$1200-$1260 
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TiTLB  OF  Glass  : 

JUNIOR  SUPPLIES  CLERK 

Spedllaitioiis  of  Class  OO^ 


Under  supervision,  to  perform  prescribed  routine  clerical  work  involved  in 
the  procurement,  receipt,  storage,  issue,  and  maintenance  of  office  supplies  and 
equipment ;  and  to  perform  related  work  as  required. 

Examples:  Assisting  in  receiving,  checking,  marking,  and  storing  supplies; 
packing  and  shipping  it^ciuding  preparing  bills  of  lading  and  shipping  invoices ; 
issuing  supplies  on  approved  requisitions;  reviewing  requisitions  and  revising 
quantities  to  conform  t<i  prescribed  rates  of  i^sue ;  keeping  simple  accounts  and 
records  of  supplies  and  stocks ;  assisting  in  taking  inventories ;  filing  requisi- 
tions that  have  been  illled;  conducting  a  small  supply  distributing  office. 

Qnalificatioiis: 

TraUilng  equivalent  to  that  represented  by  two  years  of  high  school ;  and  not 
less  than  one  year's  experience  in  clerical  work,  preferably  in  a  supply  office. 

Lines  of  Promotioii 


From :  Under  Supplies  Clerk. 

To:  Senior  Supplies  Clerk;  Senior  Storekeeper. 

CompoiiMitioii  for  Class 

Annual:  $1320-11880-11440 


330 


Tmjc  OF  Class  : 

SENIOR  SUPPLIES  CLERK 

Spedflcations  of  Claaa 
JHtimi 

To  perform,  under  general  supervision,  important  and  reiH)onslble  work  of 
a  clerical  nature  involved  In  the  procurement,  receipt,  storage.  Issue,  and  main- 
tenance of  office  supplies  and  equipment;  In  some  cases,  to  supervise  other 
employees  engaged  in  such  work ;  and  to  perform  related  work  as  required. 

Examples:  Ileceiving,  marking,  and  storing  supplies,  or  supervising  a  small 
number  of  employees  engaged  in  this  work ;  keeping  records  of  requirements  for 
stock;  checking  deliveries  against  invoices;  assisting  in  opening  and  abstract- 
ing bids;  preparing  requisitions  and  purchasing  orders  for  replenishment  of 
stock;  assisting  in  reviewing  requisitions  and  checking  requisitions  for  errors 
or  irregularities;  filling  requisitions  for  supplies,  blank  forms,  printed  matter, 
and  equipment,  or  supervising  employees  performing  this  work;  segregating 
requisitions  and  bills  according  to  appropriations  or  allotments,  and  charging 
issue  of  supplies  against  allotment  accounts ;  recording  and  filing  specifications, 
mjul^tions,  contracts,  and  purchase  orders ;  assisting  in  the  procurement  and 
distribution  of  printed  matter,  blank  forms,  and  officers*  blank  checks;  super- 
vising duplicating  work;  receiving  and  dispatching  shipments  by  freight,  ex- 
press, and  parcel  post,  including  supervision  of  packing  and  marking  sup- 
plies for  shipment ;  assisting  in  taking  inventories ;  keeping  stock  records  and 
property  accounts;  assisting  in  the  supervision  of  repairs  to  equipment  and 
maintenance  of  buildings. 

QnaliiicatiiNifli: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years*  successful  experience  in  a  supply  office,  at  least  one  year  of 
which  shall  have  been  in  a  Grovemment  supply  office;  supervisory  ability  and 
accuracy. 

Principal  Lines  of  Promotion 

From:  Junior  Supplies  Clerk. 

To:  Head  Supplies  Clerk;  Principal  Supplies  Clerk. 

Componaatton  for  Class 

Annual :  |162O-$168O-|174O-|1800 
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Title  of  Class  : 

PRINCIPAL  SUPPLIES  CLERK 

SpeciflcatioiiB  of  dam  8  4  < ' 

To  perforin,  under  general  supervision,  highly  specialized  work  of  a  derical 
nature  involved  in  the  procurement,  receipt,  storage,  issue,  and  maintenance  of 
office  supplies  and  equipment;  to  direct  the  preparation  of  requlsitionB  or 
purchase  orders  for  replenishment  of  stock ;  to  supervise  the  receipt  and  stor- 
'age  of  supplies  and  equipment;  to  receive  and  check  requisitions,  and  to 
supervise  their  filling  from  stock ;  to  maintain  property  records  and  allotment 
accounts;  to  supervise  employees  engaged  in  the  different  phases  of  this  work; 
to  conduct  correspondence  and  prepare  reports;  and  to  perform  other  related 
work. 

Examples:  Issuing  invitations  for  proposals  or  quotations;  sapervislng  the 
packing  and  shipment  of  supplies  by  freight,  express,  and  parcel  post;  pre- 
paring shop  requests  for  new  equlpm^it  or  repairs  to  old;  supervising  main- 
tenance of  buildings;  handling  with  Government  Printing  Office  matters  of 
printing  and  binding;  reviewing  and  making  recommendations  on  requests 
from  field  offices  for  authority  to  make  local  purchases  of  supplies ;  serving  on 
a  departmental  supply  committee. 

Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  from  high  school; 
not  less  than  thfee  years*  successful  experience  in  a  supply  office ;  at  least  one 
year  of  which  shall  have  been  In  responsible  work-  In  a  Government  office; 
working  knowledge  of  the  laws  and  regulations  governing  the  purchase  of 
property  for  the  Government ;  supervisory  ability ,^  and  integrity. 

Principal  Lines  of  Promotion 

From:  Senior  Supplies  Clerk. 

To:   Head   Supplies   Clerk;   Assistant  to   Senior   Supplies   Officer;    Suf^ieB 
Officer. 

Compensation  for  Class 

Annual:  |1920-198M204a-2100 
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TriLE  OF  Class  : 

HEAD  SUPPUES  CLERK 

Specifications  of  Class 
Duties: 

To  perform,  under  general  supervision  but  with  a  considerable  degree  of 
original  responsibility,  difficult  and  highly  specialized  work  of  a  clerical  nature 
involved  in  the  procurement,  receipt,  storage,  issue,  and  maintenance  of  office 
supplies  and  equipment ;  to  compile  estimates  of  requirements  for  supplies  and 
equipment ;  to  direct  the  solicitation  of  bids  and  quotations,  and  the  drawing 
of  purchase  orders  under  the  General  Supply  Schedule  and  for  open  market 
purchases;  to  supervise  the  verification  of  bills  for  certification  of  vouchers; 
to  have  charge  of  the  maintenance  of  stock  and  to  exercise  gaieral  supervision 
over  the  receipt,  storage,  and  distribution  of  supplies ;  to  maintain  stock  records 
and  property  accounts;  to  supervise  employees  engaged  in  the  several  phases 
of  this  work ;  and  to  conduct  correspondence  and  prepare  reports. 

Examples:  Calculating  estimates  of  appropriations  for  supplies  and  equip- 
ment ;  reviewing  requests  for  new  equipment  and  repairs  to  old ;  drawing  up 
speclllcatlons ;  Inspectint?  commodities  delivered  for  determination  of  compliance 
with  specifications ;  negotiating  adjustments  in  purchase  orders  necessitated  by 
cancellations ;  supervising  shipments  to  field  offices ;  procuring  and  distributing 
blank  forms ;  securing  accountability  for  non-expendable  property ;  supervising 
repairs  to  buildings  and  equipment ;  serving  on  the  General  Supply  Committee 
or  a  sub-committee  thereof. 

Qualifications: 

Training  equival^it  to  that  represented  by  graduation  from  high  school;  not 
les.s  than  three  years'  successful  experience  in  a  supply  office,  at  least  two 
years  of  which  shall  have  been  in  responsible  work  In  a  Government  office; 
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familiarity  with  the  laws  and  regulationa  gov^nlng  the  purchase  of  property 
for  the  Goyemment ;  supervisory  ability  and  integrity. 

Principal  Lines  of  Promotion 

From :  Principal  Supplies  Clerk ;  Senior  Supplies  Clerk. 

To:  Assistant  to  Senior  Supplies  Offloer;  Supplies  Officer;   Senior  Supplies 
Office. 

Compensation  for  Class 

Annual:  $2ie0-$2220-$228a-f2840 


Title  or  Class: 

ASSISTANT  TO  SENIOR  SUPPLIES  OFFICER 

Specifications  of  Class  Q  J 

Duties:  ^^^ 

To  assist  a  Senior  Supplies  Officer  in  supervising  the  activities  of  his  office, 
and  to  act  for  him  in  his  absence;  to  perform  or  have  charge  of  such  phases 
of  the  work  as  may  be  assigned  by  the  Chief;  and  to  perform  other  related 

work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years'  successful  experience  in  a  supply  office,  at  least  two 
years  of  which  shall  have  been  in  responsible  work  in  a  supply  division  of 
a  Government  establishment;  working  knowledge  of  the  law  of  contracts  and 
thorough  knowledge  of  the  laws  and  regulations  governing  the  purchase  of 
property  for  the  Government;  business  Judgment;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Head  Supplies  Clerk ;  Principal  Supplies  Clerk. 
To:  Supplies  Officer;  Senior  Supplies  Officer. 

Compensation  for  Class 

Annual:  $216(^228(M2400 
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TiTLB  or  Class: 
SUPPLIES  OFFICER 

Spedflcations  of  Class 
Duties: 

Under  general  direction,  £0  have  responsible  charge  of  the  procurement, 
receipt,  storage,  issue,  and  maintenance  of  office  supplies  and  equipment,  in  a 
small  department,  bureau,  or  an  Independent  establishment;  to  maintain  a 
stock  of  supplies  to  meet  estimated  requirements ;  to  issue  purchase  orders  on 
General  Supply  Conmiittee  contractors  for  supplies  listed  in  the  General 
Schedule  and  to  make  open  market  purchases  of  authorized  supplies  and 
eqnipment  not  included  in  the  General  Schedule;  to  certify  vouchers  for  pay- 
ment; to  dispose  of  unserviceable  and  surplus  property;  to  keep  allotment 
and  equipment  records  and  property  accounts;  to  conduct  correspondence  and 
prepare  reports;  to  direct  the  activities  of  the  staff  in  the  several  phases  of 
the  work ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years'  successful  experience  in  a  supply  office,  at  least  two 
years  of  which  shall  have  been  in  highly  responsible  work  in  a  supply  division 
or  office  in  a  Government  establishment;  working  knowledge  of  the  law  of 
contracts  and  thorough  knowledge  of  the  laws  and  regulations  governing  pur- 
chases of  property  for  the  Government;  familiarity  with  the  best  methods  of 
obtaining  minimum  quotations;  knowledge  of  the  supplies  and  equipment 
handled ;  administrative  ability ;  and  good  business  judgment 
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Principal  Lines  of  Promotion 

From:  Assistant  to  Senior  Supplies  Officer;  Head  Supplies  Clerk;  Principal 

Supplies  Clerk. 
To:  Senior  Supplies  Officer. 

Compensation  for  Class 

Annual:  $2400-$2520-$2640-$2760 


Title  of  Class: 

SENIOR  SUPPLIES  OFFICER 

Specifications  of  Class  ^J.>-i- 

Duties:  '^^^ 

Under  general  direction,  to  exercise  responsible  control  over  the  procurement, 
receipt,  storage,  issue,  and  maintenance  of  office  supplies  and  equipment  for  a 
large  Government  department  or  for  an  exceptionally  large  bureau,  involving  a 
large  volume  and  variety  of  business  and  a  higli  degree  of  responsibility;  to 
estimate  requirements  of  the  organization  and  to  maintain  adequate  stock; 
to  issue  purchase  orders  on  General  Supply  Committee  contractors  for  supplies 
listed  in  the  (reneral  Schedule,  and  to  make  open  market  purchases  of  author- 
ized supplies  and  equipment  not  included  in  the  General  Schedule;  to  examine 
requisitions;  to  invite  proposals,  make  awards,  and  let  contracts;  to  certify 
vouchers  for  payment;  to  dispose  of  unserviceable  and  surplus  property;  to 
conduct  correspondence  and  prepare  reports;  to  direct  the  activities  of  the 
staff  in  the  several  phases  of  the  work ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years*  experience  in  a  large  supply  office,  at  least  three  years 
of  which  shall  have  been  as  a  Supplies  Clerk  Officer,  Assistant  to  Senior  Sup- 
plies Officer,  or  Head  Supplies  Clerk;  knowledge  of  the  law  of  contracts  and 
thorough  knowledge  of  the  laws  and  regulations  governing  the  purchase  of 
property  for  the  Government;  familiarity  with  the  best  methods  of  obtaining 
minimum  quotations;  knowledge  of  the  supplies  and  equipment  handled;  ad- 
ministrative ability;  and  sound  business  Judgment. 

Principal  Lines  of  Promotion 

From:  Supplies  Officer;  Assistant  to  Senior  Supplies  Officer;  Head  Supplies 
Clerk. 

Compensation  for  Class 

Annual:  $2820-$2940-^060 


STOUKKEEPING— SECURITIES 


Title  of  Class: 

SECURITIES  SEALER  AND  PACKER 

Specifications  of  Class  q  4  ij 

Duties: 

Under  immediate  supervision,  to  wrap,  seal,  and  pack  bundles  of  postage 
stamps,  internal  revenue  stamps,  and  securities  of  various  kinds  in  connection 
with  the  preparation  of  such  matter  for  storage  or  shipment ;  to  place  packages 
of  stamps  or  securities  into  pouches  or  on  trucks  for  delivery  or  transportation ; 
to  keep  simple  records ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  months*  experience  in  handling 
securities  or  other  valuables,  or  in  w^ork  of  similar  character ;  carefulness,  hon- 
esty, and  manual  dexterity. 
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Principal  Lines  of  Promotion 

From:  Shop  Porter;  Industrial  Truck  Operator. 
To:  Security  Vault  Attendant. 

Compensation  for  Class 

Annual:  $1140-$120a-$1280 


34u 


Title  of  Class  : 

SECURITY  VAULT  ATTENDANT 

Specifications  of  Class 

Duties: 

Under  immediate  supervision,  to  arrange  and  store  for  safe-keeping  in  a 
secarity  vault  Government  securities,  records,  or  otiier  valuable  material;  to 
take  such  securities,  records,  or  other  material  from  storage  for  shipment  or  for 
other  purposes  according  to  requisition  or  order ;  to  prepare  the  same  for  ship- 
ment or  delivery ;  to  keep  necessary  records ;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education;  ability  to  keep  accurate  records;  integrity  and 

alertness. 

Principal  Lines  of  Promotion 

From :  Security  Packer  and  Sealer. 
To:  Senior  Securities  Clerk. 

Compensation  for  Class 

Annual:  $132a-$1380-$1444) 


Title  of  Class  : 

UNDER  SECURITIES  CLERK  ,^ 

Specifications  of  Class  (j  4  4 

Duties: 

Tnder  immediate  supervision,  to  perform  the  simplest  routine  clerical  work 
in  connection  with  the  receiving,  storing,  safeguarding,  Issuing,  and  shipping 
of  supplies  or  equipment  of  special  value,  such  as  currency,  bonds,  securities, 
postage  and  revenue  stamps,  and  dies,  rolls,  or  plates  for  the  printing  thereof, 
and  paper  stock  for  currency  or  for  postage  or  revenue  stamps;  and  to  per- 
form related  work  as  required. 

Examples:  Maintaining  simple  records  of  receipts,  deliveries,  and  balances 
on  hand ;  writing  or  verifying  addresses  on  shipments ;  preparing  schedules  or 
invoices;  assisting  In  checking  requisitions.  Invoices  and  schedules;  arranging 
stock  and  assisting  in  filling  requisitions ;  copying  orders  In  books  and  recording 
the  dates  of  delivery ;  assisting  in  preparing  more  difficult  calculations  of  daily 
balances;  preparing  registered  mall  or  express  lists;  clipping,  assorting,  count- 
ing, canceling,  and  scheduling  coupons. 

Qualifications: 

Common-school  education ;  not  less  than  six  months*  clerical  experience ;  and 
honesty. 

Principal  Lines  of  Promotion 

l-'roni :  Under  Counter ;  Paper  Securities  Examiner ;  Press  Feeder. 
To:  Junior  Securities  Clerk. 

Compensation  for  Class 

Annual:  $108a-$114O-$1200 
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Title  of  Glass  : 

JUNIOR  SECURITIES  CLERK 

Specificatioiis  of  Class  '  ^4.r> 

Duties:  ^ 

Under  supervision,  to  perform  general  routine  clerical  work  in  connection 
with  tlie  receiving,  storing,  safeguarding,  issuing,  and  shipping  of  sappUes 
or  equipment  of  special  value,  such  'as  currency,  bonds,  securities,  postage  and 
revenue  stamps,  and  dies,  rolls,  plates,  and  currency  paper  stock  for  printing 
thereof;  and  to  perform  related  work  as  required. 

Examples:  Maintaining  somewhat  complex  controlling  records,  aocoonts, 
and  balances  for  vault  transactions;  assisting  in  making  vault  inventories; 
labeling  shipments ;  maintaining  controlling  records  for  valuable  materials  in 
the  process  of.  production  in  a  small  division  of  the  Bureau  of  Engraving  and 
Printing ;  checking  requisitions  and  invoices ;  preparing  shipments  and  Inspect- 
ing them  as  to  seals,  dates,  and  examiners*,  counters',  and  recorders*  initials; 
taking  charge  of  a  small  unit  of  stock  and  issuing  and  accounting  for  it; 
acting  as  attendant  in  charge  of  a  vault,  the  operations  of  which  are  not 
specialized  or  complex ;  assisting  a  Senior  Securities  Clerk  and  acting  for  him 
in  his  absence. 

Qoalificatioiui: 

Common-school  education;  not  less  than  one  year's  clerical  or  custodial 
experience  In  the  handling  of  securities  or  similar  supplies;  carefulness  and 
honesty. 

Principal  Lines  of  Promotion 

From :  Under  Securities  Clerk. 
To:  Senior  Securities  Clerk. 

Compensation  for  Class 

Annual:  $1320-$1380-$1440-$1500 


Title  of  Class  : 

SENIOR  SECURITIES  CLERK  O  i 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  work  of  moderate  individual  responsibility 
or  specialization,  or  to  supervise  a  group  of  Under  and  Junior  SecuritieB 
Clerks  engaged  on  routine  clerical  work  in  connection  with  the  receiving, 
storing,  safeguarding,  issuing,  and  shipping  of  supplies  or  equipment  of 
special  value,  such  as  currency,  bonds,  securities,  postage  and  revenue  stamps, 
and  dies,  rolls,  plates,  and  currency  paper  stock  for  the  printing  thereof;  and 
to  perform  related  work  as  required. 

Examples:  Being  responsible  for  the  records  of  daily  receipts,  issues,  and 
balance  of  complex  vault  transactions,  or  of  the  transactions  Involved  in 
accounting  for  each  unit  of  valuable  material  in  the  process  of  production  in 
a  large  subdivision  of  the  Bureau  of  Engraving  and  Printing;  supervising  the 
packing,  sealing,  labeling,  and  checking  of  shipments;  taking  charge  of  a 
vault;  handling  correspondence  concerning  orders  and  requisitions  for  se- 
curities; acting  as  alternate  member  of  the  Destruction  Committee;  assisting 
a  Principal  Securities  Clerk,  and  acting  for  him  in  his  absence. 

Qualifications: 

Common-school  education;  experience  equivalent  to  that  represented  by 
at  least  two  years  as  Junior  Securities  Clerk;  supervisory  ability,  accuracy, 
and  honesty. 

From :  Junior  Securities  Clerk ;  Security  Vault  Attendant. 
To :  Principal  Securities  Clerk. 

Compensation  for  Class 

Annual :  $1620-$1680-?1740-$1800 
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Title  of  Class  : 

PRINCIPAL  SBCURITIES  CLERK 

SpecUlcatioiis  of  ClaM  Q  "I  •  i 

Dnties:  O  O  " 

Under  general  direction,  to  perform  responsible  or  specialized  woric  in- 
volving the  exercise  of  individual  Judgment  and  discretion,  in  connection  with 
the  receiving,  storing,  safeguarding,  issuing,  and  shipping  of  supplies  or  equips 
ment  of  special  value,  such  as  currency,  bonds,  securities,  postage  and  revenue 
stamps,  and  dies,  rolls,  plates,  and  currency  paper  stock  for  the  printing  there- 
of ;  to  supervise  other  employees  engaged  in  such  work ;  and  to  perform  related 
work  as  required. 

Examples:  Taking  charge  of  one  or  more  vaults  requiring  a  considerable 
group  of  employees  for  the  proper  execution  of  their  work;  submitting  state* 
ments  to  accounting  sections;  acting  as  a  member  or  chairman  of  the 
Destruction  Committee;  directing  or  supervising  the  checking  and  trucking 
of  obsolete  or  mutilated  securities,  and  witnessing  and  certifying  to  their 
destruction;  taking  charge  of  the  vault  for  mutilated  money,  supervising  Uie 
process  of  cutting  securities  to  be  destroyed,  and  maintaining  necessary 
records. 

QnaMcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  responsible  experience  in  the  production,  safe-guarding, 
and  shipping  of  securities  or  other  valuable  supplies;  accuracy  and  integrity. 

PrindiMl  Lines  of  Pronotioii 

From :  Senior  Securities  Clerk. 
To:  Head  Securities  Clerk. 

Compensation  for  CIms 

Annual:  $1920-|1980^2040-<2100 


TmjB  OF  Class  : 

HEAD  SBCURITIES  CLERK 

Speeificatioiis  of  Class  00± 

"■■•■VBa 

To  perform  highly  responsible  work  requiring  mature  judgment  and  broad 
experi^ice  in  connection  with  the  receiving,  storage,  safeguarding.  Issuing 
and  shipping  of  supplies  or  equipment  of  special  value,  such  as  currency,  bonds, 
securities,  postage  and  revenue  stamps,  and  dies,  rolls,  and  plates  for  the 
printing  thereof,  and  currency  paper  stock ;  to  supervise  a  large  group  or  section 
of  employees  engaged  in  such  work ;  and  to  perform  related  work  as  required. 

Examples:  Supervising  a  large  group  of  securities  clerks,  messengers,  labor- 
ers, sealers  and  packers,  and  others  in  conducting  transactions  of  considerable 
magnitude ;  controlling  manufacturing  orders  and  shipments  of  paper  stock  for 
printing  United  States  securities;  acting  as  vault  custodian  of  dies,  rolls,  and 
plates  and  issuing  and  receiving  such  stock  to  and  from  the  various  production 
divisions ;  acting  as  the  administrative  head  of  a  division  engaged  In  receiving 
currency  or  securities  from  the  Bureau  of  Engraving  and  Printing  and  shipping 
to  banks  or  agencies. 

Qsaliicstioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  responsible  experience  in  the  production,  safe-guarding, 
and  shipping  of  securities  or  other  valuable  supplies;  administrative  ability; 
and  integrity  of  the  highest  order. 

Prindpsl  Lines  of  Promotion 

From :  Principal  Securities  Clerk. 

ComponsstioB  for  Class 

Annual:  $234(>-f246(>-92580-$2700 
164019— 20— FT  2 12 


13.  THE  TELEPHONE  AND  TELEGRAPH  OPERAT- 

ING  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  MoMch  are  to  operate 
telegraph  or  telephone  instruments,  to  code,  decode,  or  revise  con^eniUil 
communications  received  or  sent  in  code  form,  or  to  build  confidential 
codes;  or  to  supervise  employees  engaged  in  such  work. 

Coding  : 

Cod«  Cl«rk 

Rgfiabckg  Cod«  Clsik   (Grmi») 

Cod«  Builder 

Tblbgrapht  : 

Juiior  Telegrmphcr 

Senior  TelerraiAer 

Chief  Taleffnipher 

lluuicer  of  Wire  Commvnleetleiui  <Gro«p) 


Jvnior  Maltfplez  Operator 
Senior  Mnltiplez  Openter 

Firo-Alarm  Opentor  (Fire  Department) 

Tetesnpber-Secretary,  White  Honee 

Tblbphont  : 

Junior  Ttlephono  Operator 
Senior  Telephono  Operator 
Chief  Teleplione  Operator 

Flre-AIami  Teleplione  Operator  (Fire  DepariTioBi) 


CODING 


TiTi£  OF  Glass  : 

CODE  CLERK  ^^^c; 

Specificatioiui  of  Class        .  o5 ^ 

Duties: 

Under  supervision,  to  code  and  decode  telegraphic,  cable,  radio,  or  written 
communications;  to  make  copies  of  such  communications;  and  to  i>erform 
related  work  as  required. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
some  clerical  experience;  accuracy,  discretion,  and  patience. 

Principal  Lines  of  Promotion 

To:  Revising  Code  Clerk;  Code  Builder. 

Compensation  for  Class 

Annual:  $1S20-41380-91440-415(X>-$1560 
178 
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Nam<  of  Oboup  of  Classes  : 
REVISING  CODE  CLERK 

TiixEs  OF  Ttpical  Classes  of  Gbotjp  : 

Reyisiiiff  Code  Clerk  (Department  of  State) 

ReviBbkg  Code  Clerk  (Navy  Department)  rk  -   ^ 

Spedfications  of  Oasses  in  Gronp  OOO 

Duties: 

To  review  and  revise  the  work  of  employees  engaged  in  decoding  telegraphic, 
cable,  radio,  or  written  communications  received  in  code  form ;  to.  permute  code 
communications  which  are  unusual  and  difficult  to  Interpret;  to  correct  errors 
of  decoding;  to  prepare  the  communications  for  delivery  and  route  them  to 
the  proper  destination ;  in  some  cases,  to  supervise  employees  exclusively  en- 
gaged and  decoding  and  decoding  or  in  revising  communications;  and  to  per- 
form related  work  as  required. 

Common  QoaMcationfl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
not  less  than  one  year's  experience  as  a  Code  Clerk. 

Special  QnaUficstiona: 

For  each  class  in  the  group,  the  required  experience  must  have  been  had  as  a 
Code  Clerk  in  the  department  or  bureau  in  which  the  work  is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Code  Cleric 

Compensation  for  Classes  in  Group 

Annual:  $1560-$1620-f  1680-^1740-11800 


Title  of  Class  : 

CODE  BUILDER 

Specifications  of  Class  0  04- 

Duties: 

Under  supervision,  to  build  up  secret  and  confidential  codes;  to  prepare 
encipherment  tables  or  code  books;  to  compile  various  codes  into  book  form 
and  ched^  them ;  to  assign  radio  calls  to  ships  and  stations ;  to  compile,  check, 
and  correct  radio  call  lists;  in  some  cases  to  supervise  the  compilation  and 
building  up  of  codes,  and  the  compilation,  correction,  and  assignment  of  radio 
calls;  and  to  i)erform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
accuracy  and  discretion. 

Principal  Lines  of  Promotion 

From:  Code  Clerk. 

Compensation  for  Class 

Annual:  $1560-41620^1680-$1740-41800 


TELEGRAPHY 


Title  of  Class  : 

JUNIOR  TELEGRAPHER  3  5  3 

Specifications  of  Class 
Duties: 

Under  supervision,  to  operate  telegraph  Instruments  for  sending  and  receiving 
messages ;  to  keep  a  record  of  telegrams  sent  and  received ;  and  to  perform  re- 
lated clerical  work  as  required. 
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Qualificatioiui: 

Common  school  education;  and  not  less  than  one  year's  experience,  with  a 
first-class  rating,  in  commercial  telegraph  operating. 

Principal  Lines  of  Promotion 

To:  Senior  Telegrapher. 

Compensation  for  Class 

Annual:  $1320-^144O-$1560-^1680^1800 


Title  of  Class  : 

SENIOR  TELEGRAPHER 

3      9^         » 

Duties: 

Under  supervision,  to  operate  telegraph  instruments  for  sending  and  receiv- 
ing messages ;  to  examine,  code,  decode,  condense,  or  make  such  changes  in  the 
form  of  messages  as  may  he  authorized;  to  regulate,  and  in  some  cases,  to 
supervise  the  routing  of  traffic  over  telegraph  and  cable  lines;  to  record  and 
audit  accounts  resulting  from  the  wire  communications  service ;  in  some  casei 
to  supervise  employees  engaged  exclusively  in  sending  and  receiving  tele- 
graphic communications;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  two  years'  experience,  with  a  first 
class  rating,  in  commercial  telegraph  operating  or  its  equivalent,  such  experience 
having  been  acquired  in  the  two  years  immediately  preceding  tibe  date  of  eo- 
trance  into  this  class;  and  ability  to  make  minor  repairs  to  equipment  or  to 
install  telegraphic  instruments. 

Principal  Lines  of  Promotion 

From:  Junior  Telegrapher. 
To :  Chief  Telegrapher. 

Compensation  for  Claw 

Annual:  $1800-$192O-$204O-$2160 


Title  of  Class  :  r\  ^  ^ 

CHIEF  TELEGRAPHER  3  0  4 

Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  the  sending  and  receiving  of  messages  by  tele- 
graph or  radio,  or  by  both ;  to  be  responsible  for  the  direction  of  two  or  more 
telegraphers,  or  to  be  in  charge  of  the  complete  telegraph  office  of  any  one  de- 
partment or  bureau;  to  audit  or  to  supervise  the  auditing  of  accounts  result- 
ing from  the  wire  communications  service;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  firom  liigh  school; 
and  not  less  than  five  years*  experience  In  telegraph  operating,  at  least  three 
years  of  which  shall  have  been  equivalent  to  the  work  of  a  Senior  Telegrapher; 
and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Telegrapher. 

To :  Manager  of  Wire  Communications. 

Compensation  for  Class 

Annual:  $216(M2280-$240(>-$2520 


B£GLASSIFICATION  COMMISSION  RBPOBT — ^PART  II.  181 

Name  of  Gboup  of  Classes  : 

MANAGER  OF  WIRE  COMMUNICATIONS 

Titles  of  Typicai.  Classes  of  Obottp  :  '"^  ^  (S 

Manager  of  Wire  CommnnicmtionB  (Department  of  State) 
Manager  of  Wire  Communicatioiia  (Department  of  Justice) 
Manager  of  Wire  Commnnicationfl  (Department  of  Agricnltore) 
Manager  of  Wire  Communications  (Weatlier  Bureau) 

Specifications  of  Classes  in  Group 
Dnties: 

Under  general  direction,  to  be  responsible  for  the  work  of  the  telephone  and 
telegraph  division  of  a  Department;  to  direct  the  superyision  of  employees 
engaged  in  sending  and  receiving  telegraphic  communications  In  coding,  de- 
coding, and  revising  communications,  and  In  operating  tel^hone  switch- 
boards ;  to  supervise  the  auditing  of  accounts  resulting  from  the  telephone  and 
telegraph  service;  to  oversee  the  installation  of  telegraph  equipment  and 
telephone  switchboard  equipment;  and  to  perform  other  related  woiic. 

Cmamon  QuaHficatioBfl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  as  a  Clilef  Telegrapher;  and  adminiBtra- 
tive  ability. 

Special  Qvallficationa: 

For  each  class  In  the  group,  thorough  knowledge  of  the  organisation  and  the 
code  system  of  the  d^iartmaiit  or  bureau  In  which  the  work  Is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Chief  Telegrapher. 

Compensation  for  Classes  in  Group 

Annual:  $252(m2580-«2e4(H^2700-$2760 


Tnx£  or  Class: 

JUNIOR  MULTIPLEX  OPERATOR  3  5  J 

Speeiflcationa  of  Class 
Duties: 

Under  supervision,  to  operate  multiplex  machines  for  sending  and  receiving 
telegraphic  communications;  and  to  perform  related  clerical  work  as  required. 

Qnslifieatimfl: 

Common-school  education ;  not  less  than  one  year's  experience  as  multiplex 
operator  In  a  commercial  telegraph  and  cable  company  of  recognized  stand- 
ing; and  proficiency  in  the  use  of  a  standard  typewriter. 

Principal  Lines  of  Promotion 

To:  Senior  Multiplex  Operator. 

Compensation  for  Class 

Annual:  $108(>-$114O-$1200 


360 


Title  of  Class: 

SENIOR  MULTIPLEX  OPERATOR 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  supervise  employees  engaged  In  operating  multi- 
plex machines  for  sending  and  receiving  telegraphic  communications ;  to  relieve 
multiplex  operators  In  emergencies;  and  to  perform  related  work  as  required. 
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Qnaliflcatioiifl: 

Common-school  education ;  not  less  than  two  years*  experience  as  a  multiplex 
operator;  and  supervisory  ability. 

Prindpal  Lines  of  Promotion 

From:  Junior  Multiplex  Operator. 

Compensation  for  Class 

Annual:  $1200-^1320-$1440-fl660 


TrrLE  OF  Class: 

FIRB-ALARM  OPERATOR  (FIRB  DEPARTMENT)  ^  ^  ^ 

SpeciUcations  of  Class  d  O  J. 

Duties: 

To  operate,  care  for,  antl  adjust  automatic  or  semiautomatic  instruments  for 
receiving  and  transmitting  bell  alarms  from  signal  circuits;  to  receive  local 
alarms  of  fire  by  telephone  and  to  send  the  proper  fire-fighting  equipment;  to 
talse  battery  readings  and  to  malce  line  tests  at  stated  intervals;  to  take 
charge  of  the  office  of  the  fire-alarm  service  when  required;  and  to  perform 
related  work  as  required. 

Qnalifications: 

Common-school  education ;  not  less  than  three  months*  training  in  the  care  and 
adjustment  of  electrical  alarm  systems;  some  Icnowledge  of  electrical  eqnlp- 
ment ;  alertness  and  good  judgment 

Compensation  for  Class 

Annual:  $1320-$1380-*144a-$150(>-*1560 


Title  of  Class  : 

TELEGRAPHER-SECRETARY,  WHITE  HOUSE 

Specifications  of  Class  3  b  .^ 

Duties: 

To  operate  instruments  for  sending  and  receiving  telegraphic  and  cable 
rommuuicatlons  for  the  President  and  the  Executive  Office ;  to  code  and  decode 
communications  which  are  sent  or  received  in  code  form ;  to  answer  telephone 
calls  and  give  such  information  as  may  be  authorized ;  to  malse  such  appoint- 
ments for  the  President  and  his  immediate  family  as  may  be  authorized;  to 
search  the  files  of  the  Executive  Office;  to  perform  confidential  work  for  the 
President  and  his  immediate  family  as  requested;  and  to  perform  such  inci- 
dental clerical  work  in  the  Executive  Office  as  required. 

Examples :  Arranging  details  of  the  President's  tours ;  making  appointments 
with  Members  of  Congress ;  diverting  telephone  calls  for  the  President.  « 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years*  experience  in  telegraph  operating,  preferably  press 
work ;  thorough  knowledge  of  the  organization  of  the  Government  and  the  func- 
tions of  the  various  departments;  tact,  reliability,  discretion,  good  address, 
and  good  judgment. 

Compensation  for  Class 


TELEPHONY 


Title  of  Class  : 

JUNIOR  TELEPHONE  OPERATOR 

Specifications  of  Class  Q  ^^  9 

Duties:  O^^Q 

Under  supervision,  to  operate  a  telephone  switchboard;  to  keep  records  of 
connections  made;  In  some  cases,  to  assist  In  Installation  and  repair  work; 
and  to  perform  related  work  as  required. 
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Examples:  Answering  calls  and  maUng  switchboard  connections;  making 
a  record  of  long  distance  calls  handled  and  tolls  collected ;  In  some  cases,  super- 
\isiDg  other  operators ;  assisting  In  clerical  work. 

Qnalilicatioiis: 

Common-school  education;  not  less  than  one  year's  ezperl^ioe  In  operating 
multiple  switchboards ;  and  alertness. 

Prindpal  Lines  of  Pioniotion 

To:  Senior  Telephone  Operator. 

Compensation  for  Class 

ADDnal:  $108(K41140-$1200-fl2eO 


TiTLB  OF  Class  : 

SENIOR  TELEPHONE  OPERATOR 

SpecifloitkMUi  of  dass  O  b  4 

Duties: 

Under  the  direction  of  a  Chief  Telephone  Operator,  to  superyise  the  work 
of  at  least  nine  Junior  Telephone  Operators;  or  Independently,  to  direct  the 
entire  work  of  a  telephone  office  consisting  of  less  than  five  Junior  Telephone 
Operators;  or  to  act  as  information  clerk  in  connection  with  the  operation  ^t 
a  multiple  switchboard. 

Examples:  Answeiing  calls  and  making  connections  through  switchboards; 
making  a  record  of  long  distance  calls  handled  and  tolls  collected ;  keeping  a 
record  of  the  location  and  numbers  of  telephones;  giving  Information  regard- 
ing the  telephone  service;  advising  as  to  the  location  of  offices. 

Qnallflcatioiis: 

Common-school  education;  not  less  than  two  years'  successful  experience  in 
operating  multiple  switchboards;  and  ability  to  memorize  and  to  refer  quickly 
to  ready  reference  data  prepared  for  the  purpose  of  locating  particular  persona 
and  offices. 

Lines  of  Promotion 


From:  Junior  Telephone  Operator. 
To:  Chief  Telephone  Operator. 

Compensation  for  Class 

Annual:  $1260-11820^1380 

TnxE  OF  Class  : 

CHIEF  TELEPHONE  OPERATOR  n  />  -^ 

Specifications  of  Class 
Daties: 

Under  general  direction,  to  direct  the  entire  work  of  a  departmental  or 
bureau  telephone  office  consisting  of  five  or  more  Junior  Telephone  Operators 
exclusively  engaged  In  the  operation  of  multiple  switchboards;  and  to  perform 
related  Work  as  required. 

Examples:  Directing  the  work  of  the  War  Department  telephone  office; 
performing  incidental  work,  such  as  keeping  a  record  of  time  and  leave  of 
employees  of  the  telephone  division,  or  auditing  telephone  toll  accounts. 

Qaalillcations: 

Common-school  education;  not  less  than  three  years'  successful  experience 
in  operating  multiple  switchboards ;  and  supervisory  ability. 

Prindpal  Lines  of  Promotion 

From:  Seniori* Telephone  Operator. 

Compensation  for  Class 

Annual:  $1380-^150O-$162O-$1740 
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^TrcLE  OF  Class  : 

FIRE-ALARM  TELEPHONB  OPERATOR  (FIRE  I^EPARTMENT) 

Spedfications  of  Class  !^nf> 

Datiss:  ^^^^ 

To  operate  a  telephone  switchboard  at  the  fire  alarm  headquarters  of  the 
District  of  Columbia ;  and  to  perform  related  work  as  required. 

Examples:  Answering  calls  and  making  connections  through  a  telephone 
switchboard;  receiving  the  locations  of  fires  by  telephone  and  transmitting 
them  to  the  nearest  fire  company;  keeping  a  record  of  all  companies  absent 
from  quarters;  assisting  Fire  Alarm  Operators  In  the  performance  of  their 
duties. 

Qiialillcationi: 

Common-school  education ;  not  less  than  two  months*  training  in  the  general 
routine  work  of  the  fire  alarm  headquarters  ofiice ;  ability  to  operate  a  telephone 
switchboard ;  alertness  and  good  judgment. 

ConpeaflatiMi  for  Class 

Annual:  $lS20-|138M144a-$150(M1560 


5    ^ 


14.  TYPING,  STENOGRAIPHIC,  CORRESPONDENCE, 

AND  SECRETARIAL  SERVICE 


ThM  service  includes  classes  of  positions,  the  duties  of  which  are  to  typewrite, 
to  record  dictation,  testimony  or  court  proceedings  stenograpMcaUy^  to  con-* 
duct  correspondence  or  to  perform  private  secretarial  work,  or  to  exercise 
supervision  over  emplof^ees  engaged  emelusiveiy  in  suoh  or  retalMl  work. 
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CORRESPONDENCE 


Title  of  Class  : 

JUNIOR  CORRESPONDENCE  CLERK 

^_^  BpedficatioM  of  Class  oh  4 

Duties: 

Under  superviBloii,  to  conduct  routine  correspondence  requiring  the  exercise 
Of  independent  judgment ;  to  select  and  mall  office  publications  In  answer  to 
inquiries ;  become  familiar  with  the  work  of  the  organization  and  the  subject 
matter  dealt  with ;  in  some  cases,  to  supervise  and  review  the  work  of  sub- 
ordinate clerks  doing  related  work ;  and  to  perform  related  work  as  required. 
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QuaHfieatioiui: 

Training  equivalent  to  that  represaited  by  graduation  from  high  school; 
not  less  than  si^  months*  successful  experi^ice  In  conducting  correspondence; 
good  command  of  English ;  adaptability  and  superrisory  ability. 

Principal  Lines  of  Promotion 

To:  Senior  Correspondence  Clerk. 

Compensation  for  Class 

Annual:  $1500-fl560-$1620 


Name  or  Qboitp  of  Classes:  ^ 

SENIOR  CORRESPONDENCE  CLERK  3 1>  6 

Titles  of  Typical  Classes  in  Gboup: 

Sailor  Correspondence  Clerk  (Allotment  and  Allowance  DiTision,  Boreaa  of 
War  Risk  Insurance) 

Senior  Correspondence  Cleric  (Accounts  Dirision,  Bureau  of  War  Risk  In- 
surance) 

Senior  Correspondence  CleriL  (Bureau  of  Natnnlintion) 

Senior  Correspondence  Clerk  (General  Land  Office) 

Senior  Correspondence  Clerk  (Patent  Office) 

Specifications  of  Classes  in  G^oup 
Duties: 

Under  general  supervision,  to  conduct  responsible  and  important  correspond- 
ence demanding  the  exercise  of  a  high  degree  of  judgment  and  a  thorough 
knowledge  of  the  organization  and  of  the  subject  matter  dealt  with ;  to  compose 
letters  dealing  with  such  subject  matter ;  to  compose  form  letters,  paragraphs, 
or  circulars ;  in  some  cases,  to  supervise  and  review  the  work  of  a  small  num- 
ber of  Junior  Correspondence  Clerks,  or  of  subordinate  clerks  performing  simi- 
lar work ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  two  years'  experience  and  proven  ability  as  a  Junior  Correspondence  Clerk; 
good  command  of  English ;  and  supervisory  kbility. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work  and  the  subject 
matter  dealt  with  In  the  organization  In  which  the  work  is  performed,  as  iDdi- 
cateU  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Junior  Correspondence  Clerk ;  Senior  Typist ;  Principal  Stenographer. 
To:  Principal  Correspondence  Clerk;  Reviewer  of  Correspondence. 

Compensation  for  Classes  in  Group 

Annual:  $1740-$1800-$1 860-^1920 


Name  of  Group  of  Classes  : 

PRINCIPAL  CORRESPONDENCE  CLERK 

Titles  of  Typical  Classes  in  Group:  O^f  w 

Principal  Correspondence   Clerk  (Adjutant  General's   Office,  War  Depart* 
ment) 

Principal  Correspondence  Clerk  (Comptroller's  Office,  Emergency  Fleet  Cor* 
poration) 

Principal  Correspondence  Clerk  (2^ne  Finance  Office,  War  Department) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  supervise  a  large  or  otherwise  important  cor- 
respondence section,  and  to  review  the  work  thereof ;  to  compose  and  standard- 
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ize  form  letters,  paragraphs,  and  circulars;  to  distribute  asstgnments  of 
^correspondence  In  such  manner  as  to  effect  its  efficient  and  expeditious  dispatch ; 
to  administer  personnel  matters  for  the  section,  including  the  preparation  of 
efficiency  ratings;  to  serve  as  a  point  of  contact  between  the  section  and 
other  offices  of  the  bureau  or  department  and  with  the  public ;  and  to  perform 
other  related  work. 

Common  Qiialillcatloiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  one  year's  experience  and 
proven  ability  as  a  Senior  Correspondence  Clerk;  good  command  of  English ; 
and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work  and  the  subject 
matter  dealt  with  in  the  organization  in  which  the  work  Is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Linos  of  Promotion 

From :  Senior  Correspondence  Clerk ;  Principal  Typist ;  Head  Stenographer. 
To:  Reviewer  of  Corresiwndence. 

Compensation  for  Classes  in  Group 

Annual:  $2040-f216a-|228(K2400 


Name  of  Gboup  of  Classes  : 

REVIEWER  OF  CORRESPONDENCE  O^  ^ 

TiTTxs  OF  Typical  Classes  iw  Gboup:  O  •  ^ 

Reviewer  of  Correspondence  (Adjustant  General's  Office,  War  Department) 

Reviewer  of  Correspondence  (Geological  Survey) 

Reviewer  of  Correspondence  (Insurance  Division,  Bureau  of  War  Risk  In- 
surance 

Reviewer  of  Correspondence  (Bureau  of  Markets) 

Reviewer  of  Correspondence  (Bureau  of  Internal  Revenue) 

Reviewer  of  Correspondence  (Bureau  of  Navigation,  Navy  Department) 

Specifications  of  Classes  in  Group 
Duties: 

To  review  letters,  telegrams,  rablegraius.  memoranda,  reports  or  other 
statements  and  correspondence  composed  by  correspondence  clerks  or  other 
employees;  to  determine  whether  correct  action  has  been  taken  and  proper 
information  given ;  to  criticize  such  material  as  to  general  appearance,  style, 
diction,  and  grammatical  construction  to  see  that  it  conveys  the  necessary 
information  In  as  concise  form  as  possible,  and  whether  laws  and  regulations 
pertaining  thereto  have  been  correctly  Interpreted;  when  required,  to  redraft 
correspondence  or  other  material,  or  to  ndvl.se  correspondence  clerks  or  other 
employees  as  to  such  revision ;  and  to  perf«>rm  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  two  years*  experience  and  proven  ability 
as  a  correspondence  clerk ;  good  command  of  English ;  supervisory  ability ;  tact 
and  good  judgment 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  work  and  the  sub- 
ject matter  dealt  with  in  the  organization  in  which  the  work  is  performed,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Prom:  Senior  Correspondence  Clerk;  Principal  Correspondence  Clei^k. 

Compensation  for  Classes  in  Group 

Annual:  $228(MI2400-$2520-$2640 
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TiTLB  OF  Class  : 

FOREIGN  RELATIONS  CORRESPONDENT 

Specifications  of  Class  371 

Duties: 

Under  general  direction,  to  prepare  original  notes  and  correspondence  to  the 
diplomatic  representatives  of  foreign  powers ; .  to  draft  letters  and  telegrams  of 
congratulation  or  of  condolence  and  other  formal  notes  for  the  President  to  tbe 
officials  of  foreign  powers;  to  write,  in  prescribed  form,  remarks  for  tlie 
President  in  connection  with  the  reception  of  newly  appointed  diplomatic 
officers ;  to  pass  on  questions  of  precedence,  diplomatic  etiquette,  and  other  for- 
malities for  the  State  and  other  departments ;  to  direct  functions  at  ceremonial 
occasions ;  and  to  perform  other  related  work.       \ 

Qoaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  several  years  of  foreign  or  domestic 
diplomatic  experience ;  training  in  correspondence  and  specialized  knowledge  of 
the  procedure  of  international  etiquette;  pleasing  personality,  tact  and  good 
judgment 

Compensation  for  Class 

•   Annual:  $2280-$2400-$252C>-$2640 


REPORTING 


Title  of  Glass  : 
JUNIOR  REPORTER 

Specifications  of  Class  Q77 

Duties:  Oi  ^ 

To  record  verbatim,  by  a  symbolical  or  mechanical  process,  the  proceedings 
of  non-technical  meetings,  conferences,  interviews,  or  similar  gatherings,  where 
such  proceedings  are  more  or  less  formal  and  deliberate  and  where  the  reporter 
is  privileged,  when  necessary,  to  request  the  repetition  of  a  statement,  quegtion 
or  answer ;  to  transcribe  such  record  rapidly  and  accurately  by  the  use  of  a  dic- 
tating machine  or  on  a  typewriter;  to  edit,  paginate,  and  assemble  the  com- 
pleted record,  or  to  supervise  its  compilation ;  and  to  perform  related  work  as 
required. 

Examples:  Reporting  verbatim  a  proceeding  concerning  an  infraction  of  a 
governmental  regulation  \vhere  the  defendent  may  be  subject  to  dismissal  fnHn 
the  service,  all  witnesses  being  under  oath  and  the  proceedings  conducted  in  a 
formal  manner. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
three  years*  experience  and  proven  ability  in  general  commercial  stenographic 
work,  or  successful  experience  as  a  Principal  or  two  years  as  a  Senior  Stenog- 
rapher ;  ability  to  take  testimony  at  a  speed  of  not  less  than  175  words  per 
minute ;  knowledge  of  Government  office  practice  and  procedure ;  and  practical 
knowledge  of  office  duplicating  appliances. 

Principal  Lines  of  Promotion 

Prom :  Head  Stenographer ;  Principal  Stenographer.    . 
To:  Senior  Reporter. 

Compensation  for  Class 

Annual:  $198O-$210O-$222O-^2340 


&fiOLA88IFICATIOK  00MBC1SSI0N  REPORT — ^PART  n.  189 

Title  of  Class: 

SENIOR  REPORTER  ^ 

Specifications  of  Class  O  ^  j> 

Duties: 

To  record  verbatim,  by  a  symbolical  or  mechanical  process,  the  proceedings 
of  formal  or  informal  meetings,  conferences,  hearings,  or  similar  gatherings; 
to  transcribe  such  record  rapidly  and  accurately  by  the  use  of  a  dictating 
machine,  or  accurately  and  with  reasonable  rapidity  on  a  typewriter;  to  edit, 
paginate,  and  assemble  the  completed  record,  or  to  supervise  its  compilation; 
and  to  perform  or  supervise  related  work  as  required. 

Example :  Reporting  verbatim  Informal  "  round-table  '*  conversations. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  fr<mi  high  school  and 
by  three  years*  successful  experience  as  a  Junior  R^[>orter;  ability  to  take 
testimony  at  a  speed  of  not  less  than  200  words  per  minute;  thorough 
knowledge  of  Government  office  practice  and  procedure  and  of  the  prescribed 
forms  used  in  compiling  transcripts  of  verbatim  reports,  such  as  court,  con- 
vention, and  Congressional  Committee  hearings;  ability  to  make  an  accurate 
transcript  of  the  record;  and  practical  knowledge  of  office  duplicating  ap- 
pliances. 

Principal  Lines  of  Promotioii 

From :  Junior  Reporter. 

To:  Technical  Reporter;  General  Reporter. 

Compensation  for  Class 

Annual:  $240O-$2520-$284O-*2760 


Name  of  Gboup  of  Classes  : 
TECHNICAL  REPORTER 

TnxES  of  Typical  Classes  in  Group  :  3  I  'i 

Teclmiail  Reporter  (Cliemistry) 
Teefanical  Reporter  (Medidne) 

Specifications  of  Classes  in  Group 
Duties: 

To  record  verbatim,  by  a  symbolical  or  mechanical  process,  the  proceedings 
of  formal  or  informal  meetings,  conferences,  hearings,  conventions,  or  similar 
^therings  of  a  highly  technical  character  r  to  transcribe  such  record  ac- 
curately and  rapidly  by  the  use  of  a  dictating  machine,  or  accurately  and  with 
reasonable  rapidity  on  a  typewriter;  to  edit,  paginate,  and  assemble  the  com- 
pleted record  or  to  supervise  its  compilation ;  and  to  perform  or  to  supervise 
related  work  as  required. 

Example:  Reporting  verbatim  an  Informal  conference. 

Common  Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  two  years'  successful  experience  in  com- 
mercial verbatim  r^)ortlng  along  technical  lines  or  one  year's  experience  as 
a  Senior  Reporter  along  a  specialized  technical  line;  ability  to  take  testimony 
at  a  9jpeed  of  not  less  than  200  words  per  minute ;  thorough  knowledge  of  €k>v- 
emment  office  practice  and  procedure  and  of  the  prescribed  forms  used 
in  compiling  transcripts  of  verbatim  reports,  such  as  court,  convention,  and 
Congressional  Committee  hearings;  ability  to  make  an  accurate  transcript  of 
the  record ;  and  practical  knowledge  of  office  duplicating  appliances. 

Spedal  Qualifications: 

For  each  class  in  the  group  special  knowledge  of  the  subject  matter  and 
Its  terminology  required,  as  indicated  by  the  title  of  that  class. 
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Principal  Lines  of  Promotion 

From:  Senior  Reporter. 
To:  (General  Beporter. 

Compensation  for  Classes  in  Group 

Annual:  $2640-$2760-^288(>->$3000 


Tttlk  of  Ciass  : 

GENERAL  REPORTER  ^ 

Specifications  of  Class  0  #9 

Duties: 

To  record  verbatim,  by  a  symbolical  or  mechanical  process,  the  proceedings 
of  formal  or  informal  meetings,  conferences,  hearings,  or  similar  gatherings 
of  a  technical  or  nontechnical  nature;  to  transcribe  such  record  rapidly  and 
accurately  by  the  use  of  a  dictating  machine,  or  accurately  and  with  reason- 
able rapidity  on  a  typewriter;  to  edit,  paginate,  and  assemble  the  completed 
record,  or  to  supervise  its  compilation ;  and  to  perform  or  to  supervise  related 
work  as  required. 

Examples:  Reporting  verbatim  the  proceedings  of  a  convention,  such  aft 
the  Annual  Conference  of  Weights  and  Measures  Officials  of  the  United  States, 
or  a  large  industrial  conference. 

Qualificatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  ability  rapidly  to  acquire  a  general 
knowledge  of  various  subject  matters;  at  least  four  years'  successful  experi- 
ence in  verbatim  reporting  along  general  lines;  ability  to  take  testimony  at 
a  speed  of  not  less  than  220  words  per  minute;  thorough  knowledge  of  Gov- 
ernment office  practice  and  procedure,  and  of  the  various  prescribed  forms  used 
in  compiling  transcripts  of  verbatim  reports,  such  ^s  court,  convention, 
and  Congressional  Committee  hearings ;  ability  to  make  an  accucate  transcript 
of  the  record ;  and  practical  knowledge  of  office  duplicating  appliance. 

'  Principal  Lines  of  Promotion 

From:  Technical  Reporter;  Senior  Reporter. 

Compensation  for  Class 

Annual :  $288a-$3000-$81 20-43240 


SECRETARIAL 


TiTLX  OF  Class  : 
STENOGRAPHER-SECRETARY 

Specifications  of  Class  -~{  /  f) 

Duties: 

To  assist  an  administrative  official  by  taking  dictation  and  typing  corre- 
spondence, by  handling  routine  matters  independently,  by  relieving  him  of 
details,  and  arranging  for  appointments;  and  by  performing  related  work  as 
required. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
and  by  one  year's  successful  experience  as  a  Senior  Stenographer,  or  by 
two  years'  successful  experience  as  a  Junior  Stenographer;  knowledge  of 
Government  organization,  practice,  and  procedure;  good  address;  tact  and 
Judgment 
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PrmdiMl  Ubm  of  Promotioii 

From:  Head  Stenographer;  Principal  Stenographer;   Senior  Stenographer. 
To:  Junior  Private  Secretary. 

Compeaamlioii  for  Omm 

Annual:  $1680^740^1800-^1800 


TiTLB  OF  Glass: 

JUNIOR  PRIVATE  SECRETARY 

Spedilcatioiia  of  Class  377 

Duties: 

To  relieve  an  administrative  official  of  office  details;  to  act  as  an  interme- 
diary between  bim  and  the  public ;  to  conserve  his  time  by  supervising  the  work 
of  his  immediate  office,  by  handling  correspondence,  and  by  collecting  and. in- 
t^preting  Information  as  a  basis  for  executive  action;  to  keep  records  of 
transactions;  to  prepare  office  reports;  to  arrange  for  appointments  and  con- 
ferences ;  and  to  perform  related  work  as  required. 


Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  knowledge  of  Government  organization,  practice,  and  procedure; 
preferably  a  knowledge  of  stenograi^y  and  typewriting;  good  address;  tact 
and  judgixient 

Principal  Lines  of  Promotton 

From:  Stenographer-Secretary;  Head  Stenographer. 

Compeasatioii  for  Class 

Annual:  $2400-$2520^264a-$2760 
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Trru  ov  Class: 

SENIOR  PRIVATE  SECRETARY 

Spedflcations  of  Class 
Duties: 

To  relieve  an  administrative  official  of  high  rank,  such  as  a  member  of  the 
Cabinet,  or  the  head  of  a  large  bureau,  or  an  Independent  establishment,  of 
office  details;  to  act  as  an  Intermediary  between  him  and  the  public;  when 
required,  to  represent  him  as  his  personal  agent;  to  conserve  his  time  by  su- 
pervising the  work  of  his  Immediate  office,  by  examining  «^tters  and  docu- 
moits,  and  by  taking  Independent  action  in  disposing  of  alljmaters  which  do 
not  require  his  personal  attention ;  to  collect  and  to  interpret  information  as 
a  basis  for  executive  action,  and  to  bring  it  to  the  official's  attention  at  the 
proper  time,  with  or  without  recommendations;  to  arrange  fbr  appointments 
and  conferences ;  to  keep  records  of  transactions ;  to  prepare  office  reports ;  to 
notify  subordinate  officers  and  employees  of  orders  and  notfces ;  ^nd  to  perform 
related  work  as  required. 

Qnaliilaitioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  thorough  knowledge  of  Government  organi- 
zation, practice,  and  procedure ;  administrative  ability ;  good  address ;  tact  and 
judgment 

Principal  Lines  of  Promotion 

Prom:  Junior  Private  Secretary. 

Conpensation  for  Class 

Annual:  $3000^$3120-$3240-43360 
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Title  of  Glass  : 

SOCIAL  SECRBTARY  OF  THE  WHITE  HOUSE 

Specifications  of  Class  3/0 

Duties: 

Under  direction,  to  supervise  the  arrangements  for  social  functions  at  the 
White  House,  such  as  official  receptions,  State  dinners,  mosicales,  and  private 
entertainments ;  to  prepare  proper  lists  of  guests  to  be  invited  to  offlkdal  and 
other  social  functions,  and  to  oversee  the  arrangements  for  the  proper  enter- 
tainment of  the  guests  at  these  functions;  and  to  answer  personal  and  semi- 
official letters  received  by  the  wife  of  the  President. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  thorough  Imowledge  of  and  familiarity  witb 
the  social  life  of  Washington,  both  official  and  private;  tact,  judgment,  and 
pleasing  personality. 

Compensation  for  Class 


STENOGRAPHY 


Title  of  Class  : 

JUNIOR  STENOGRAPHER 

SpecificatioDfl  of  Qaas  ^Sii\ 

Duties:  OOV 

To  take  simple  dictation,  by  a  symbolical  or  mechanical  process,  at  a  speed 
of  not  less  than  80  net  words  per  minute ;  to  transcribe  such  record  on  a  type- 
writer at  not  less  than  30  net  words  per  minute ;  to  typewrite  at  not  less  thaa 
45  net  words  per  minute  from  plain  manuscript,  printed  or  typewritten  matter, 
or  from  dictation;  to  transcribe  on  a  typewriter  from  a  dictating  machine, 
when  required ;  to  cut  stencils ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  to  take  simple  dictation  at  a  speed  of  not  less  than  80  net  words  per 
minute  and  to  transcribe  such  record  on  a  typewriter  at  not  less  than  30  net 
words  per  minute;  ability  to  typewrite  at  not  less  than  45  net  words  per  minute 
from  plain  manuscript  or  printed  or  typewritten  matter,  preferably  some  previ- 
ous experience  in  general  office  work;  and  famillarlly  with  general  office 
procedure. 


Principal  Lines  of  Promotion 

To:  Senior  Stenographer;  Senior  Stenographer-Clerk. 

Compensation  for  Class 

Annual:  $1380-^1440-11500 


Trruc  of  Culss  : 

SENIOR  STENOGRAPHER 

Specifications  of  Class  ^  N  1 

Duties:  uux 

To  take  simple,  ordinary  dictation,  by  a  symbolical  or  mechanical  process,  at 
a  speed  of  not  less  than  110  net  words  per  minute ;  to  transcribe  such  a  record 
on  a  typewriter  at  not  less  than  40  net  words  per  minute;  to  typewrite  at 
not  less  than  55  words  per  minute  from  plain  manuscript,  printed  or  typewrit- 
ten matter,  or  from  dictation ;  occasionally,  to  transcribe  on  a  typewriter  from 
a  dictating  machine;  to  act  In  a  secretarial  capacity  when  required;  to  cat 
stencils ;  to  prepare  routine  and  minor  correspondence ;  and  to  perform  related 
work  as  required. 
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Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  to  take  simple  dictation  at  a  speed  of  not  less  than  110  net  words  per 
minute  and  accurately  to  transcribe  such  record  on  a  typewriter  at  not  leas 
than  40  words  per  minute;  ability  to  typewrite  accurately  at  not  less  than 
56  net  words  per  minute  from  plain  manuscript  or  printed  or  typewritten 
matter;  not  less  than  two  years'  experience  as  a  stenographer  and  typewriter 
in  a  commercial  office,  or  one  year  as  a  Junior  Stenographer  or  as  a  Junior 
Stenographer-Olerk ;  and  some  knowledge  of  the  operation  of  office  duplicating 
appliances. 

Prineipal  Lines  of  Promotion 

From:  Junior  Stenographer;  Junior  Stenographer-Clerk. 
To:  Principal  Stenographer. 

Compensatioii  for  Class 

Annual:  $1500-^1620-11680 


O 


82 


Title  of  Class: 

PRINCIPAL  STENOGRAPHER 

Spedficationfl  of  CIam 
Dvtiea: 

To  take  general  dictation,  by  a  symbolical  or  mechanical  process,  at  a  speed 
«f  not  less  than  140  net  words  per  minute;  to  transcribe  such  record  on  a 
typewriter  at  not  less  than  50  net  words  per  minute;  to  typewrite  at  not  less 
than  65  net  words  per  minute  from  plain  manuscript,  printed  or  typewritten 
matter,  or  from  dictation;  tp  tabulate  involved  material;  when  required,  to 
trans(aribe  on  typewriter  from  a  dictating  machine;  occasionally,  to  direct  and 
iv-ork  with  other  stenographers  or  clerks  doing  related  work ;  to  act  In  a  secre- 
tarial capacity  when  required;  to  cut  stencils;  to  conduct  routine  correspond- 
ence; and  to  perform  related  work  as  required. 

Qmlificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  to  take  simple  dictation  at  a  speed  of  not  less  than  140  net  words  per 
minute  and  to  transcribe  such  record  accurately  on  a  tyi>ewriter .  at  not  less 
than  50  net  words  per  minute ;  ability  to  typewrite  accurately  at  not  less  than 
65  net  words  per  minute  from  plain  manuscript  or  printed  or  typewritten  matter ; 
not  less  than  three  years'  experience  as  a  stenographer  and  typewriter  in  a 
commercial  office,  or  two  years  as  a  Senior  Stenographer  or  as  a  Senior 
Stenographer-Clerk;  ability  to  conduct  simple  correspondence;  and  familiarity 
with  the  principles  and  operation  of  office  duplicating  appliances. 

Prindpal  Lines  of  Promotion 

From:  Senior  Stenographer;  Senior  Stenographer-Clerk. 

To :  Head  Stenographer ;  Senior  Correspondence  Clerk ;  Junior  Reporter. 

Compensation  for  Class 

Annual:  $ld00-^1860-|ld20-«1060 


Title  of  Class  : 

HEAD  STENOGRAPHER 

Specifications  of  Class  O  O  m 

Bnties: 

Under  general  direction,  to  supervise  a  unit  of  stenographers  and  typists ;  to  be 
responsible  for  the  .quantity  and  quality  of  output  and  the  efficient  conduct  of  the 
work;  to  map  out  and  assign  work,  and  rearrange,  segregate,  or  tabulate  in- 
volved material;  to  administer  matters  pertaining  to  the  personnel  of  the 
section,  including  the  preparation  of  efficiency  rating;  to  conduct  ordinary  cor- 
respondence; and  to  perform  other  related  work. 
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QuaHfieatioiifl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
two  years*  successful  experience  as  a  Senior  Stenographer;  ability  to  dispose 
of  correspondence  and  to  arrange  ordinary  statistical  data;  familiarity  with 
the  principles  and  the  operation  of  office  duplicating  appliances;  thoron^ 
knowledge  of  Government  office  practice  and  procedure ;  and  proven  supervisory 
ablUty. 

Prineipal  Lines  of  Promotioii 

From:  Principal  Stenographer. 

To:  Principal  Ck>rrespondence  Clerk;  Junior  Reporter;  Junior  Private  Secre- 
tary; Stenographer-Secretary. 

Compensation  for  Class 

Annual:  $1800-$192a-n980-$2040 


Title  of  Class  : 

JUNIOR  STENOGRAPHER-CLERK 

Specifications  of  Oass  ^Rl 

Duties:  ^^^  ^ 

Under  immediate  supervision,  to  perform  both  general  clerical  work  of  a 
simple  routine  nature  and  ordinary  stenographic  work  requiring  the  steno- 
graphic qualifications  of  a  Junior  Stenographer. 

Examples:  Transcribing  reports  or  statements  involving  the  preparation  of 
simple  tabulations ;  recording,  typing,  and  filing  dally,  weekly,  or  month^  time 
or  work  reports  of  employees ;  performing  ordinary  stenographic  work  and,  in 
addition,  miscellaneous  clerical  work  such  as  filing,  receiving,  and  distributing 
or  dispatching  mail,  keeping  ordinary  records  of  office  supplies  or  publications, 
or  keeping  employees'  time. 

Qoalifloitions: 

Training  equivalent  to  that  represented  by  graduation  from  hi^  school; 
several  months*  general  clerical  *  commercial  office  experience;  and  ability  to 
take  simple  dictation  at  a  speed  of  not  less  than  SO  net  words  per  minute, 
and  to  transcribe  such  record  accurately  on  a  typewriter  at  not  less  than  30 
net  words  per  minute. 

Prineipal  Lines  of  Promotion 

To:  Senior  Stenographer;  Senior  Straographer-Clerk. 

Compensation  for  Class 

Annual:  $1440^1500-$15d0 


TrrLB  OF  Class  : 

SENIOR  STENOGRAPHEE-CLERK 

Specifications  of  Class  385 

Duties: 

Under  supervision,  to  perform  both  general  stenographic  and  clerical  work, 
usually  of  a  miscellaneous  nature,  requiring  the  stenographic  qualifications  of  a 
Senior  Stenographer. 

Examples:  Assisting  In  the  preparation  of  reports,  parts  of  which  are  dic- 
tated, and  other  parts  of  which  require  simple  statistical  or  other  clerical 
work ;  making  briefs  or  synopses  of  correspondence  and  memoranda  for  cross- 
indexing  purposes;  taking  and  transcribing  dictation  part  of  the  time  and, 
in  addition,  performing  general  clerical  work,  such  as  installing  and  maintaining 
simple  files,  answering  routine  correspondence  by  selecting  and  filling  in  form 
letters,  assisting  property,  auditing,  pay  roll,  or  other  clerks,  operating  cal- 
culating and  other  office  appliances,  answering  telephone  inquiries,  or  assistliig 
In  proof  reading. 
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Qnaliflcatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
two  years*  experience  as  a  stenographer  In  a  commercial  office,  or  one  year  as 
a  Junior  Stenographer  or  as  a  Junior  Stenographer-Clerk;  ability  to  take 
simple  dictation  at  a  speed  of  not  less  than  110  net  words  per  minute  and 
accurately  to  transcribe  such  record  on  a  typewriter  at  not  less  than  40  words 
per  minute. 

Prindpal  Lines  of  Pronotioii 

From:  Junior  Stenographer-Glerk ;  Junior  Stenographer. 
To:  Principal  Stenographer;  Principal  Clerk. 

Compensatioii  for  Class 

Annual:  $lQ2O-^168O-^174O-$1800 


TYPING 


Title  of  Class  : 

UNDER  TYPIST 

SpedficatloiiB  of  Class  ^  S  () 

Duties:  ^^^ 

Under  Immediate  supervision,  to  do  ordinary  copying  or  other  simple  work  on 
a  typewriter,  involving  the  ability  to  typewrite  at  a  rate  of  not  less  than  45 
net  words  per  minute ;  and  to  assist  in  incidental  clerical  work  as  required. 

Examples:  Typing  checks,  vouchers,  or  receipts,  requiring  no  knowledge  of 
disbursing,  accounting,  or  similar  work;  copying  corrected  drafts  of  letters 
and  reports;  tjrpewritlng  simple  tabulations;  occasionally  cutting  stencils  or 
assisting  with  filing,  verifying,  or  simple  statistical  work. 

Qnalifloitloiis: 

Training  equivalent  to  that  represented  by  two  years  of  high  school  or  by 
graduation  from  business  college;  ability  to  typewrite  accurately  at  not  less 
than  45  net  words  per  minute  from  plain  manuscript  or  printed  or  tyi>ewritten 
matter;  and  preferably  some  commercial  office  experience. 

Piincipal  Lines  of  Pionotion 

To:  Junior  Typist;  Junior  Typist-Clerk. 

Conpeasatfoii  for  Class 

Annual:  $1200-$1200-$1820 


Tins  OF  CiAss : 

JUNIOR  TYPIST  ^ 

Specifications  of  Class  O  O  / 

Duties: 

Under  supeihrision,  to  do  general  typewriting  work  involving  the  ability  to 
typewrite  at  a  rate  of  not  less  than  55  net  words  per  minute;  and  to  perform 
minor  related  clerical  work  as  required. 

Examples:  Making  copies  of  corrected  manuscript;  cutting  stencils  a  major 
part  of  the  time;  filling  in  form  letters;  operating  typewriters  with  other 
attachments ;  doing  responsible  tabulating  work ;  occasionally  typewriting  from 
a  dictating  madiine;  briefing  routine  correspondence  or  memoranda  for  filing 
and  indexing. 

Qualificatioiui: 

Training  equivalent  to  that  represented  by  two  years  of  high  school  or  by 
graduation  from  business  college;  not  less  than  one  year's  experience  and 
proven  ability  as  a  typist  In  a  commercial  office  or  six  months  as  an  Under 
Typist;  and  ability  to  typewrite  accurately  at  not  less  than  55  net  words  per 
minute  from  plain  manuscript  or  printed  or  typewritten  matter. 
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^  Principal  Lines  of  Promotion 

From :  Under  Typist ;  Under  Typist-Clerk. 
To :  Senior  Typist. 

Compensation  for  Class 

Annual:  $1380-$1440-$1500 


Title  of  Class  : 
SENIOR  TYPIST 

Specifications  of  Class  388 

Jijuues  • 

(1)  Under  general  supervision,  to  perform  responsible  typewriting  woit. 
Involving  tlie  ability  to  typewrite  at  a  rate  of  not  less  than  65  net  words  PM^ 
minute  and  at  times  the  exercise  of  independent  Judgment;  or  (2)  to  super- 
vise a  small  typing  unit  and  be  responsible  for  the  quantity  and  quality  of 
the  output;  and  to  perform  minor  related  clerical  work  as  required. 

Examples:  Typewriting  reports  or  other  material  that  require  extreme  a^ 
curacy ;  collating,  rearranging,  and  tabulating  data ;  specializing  in  the  cutting 
of  stencils  or  in  typewriting  from  a  dictating  machine ;  reading  correspondence 
and  answering  it  by  selecting  and  filling  in  the  proper  form  letters;  occasion- 
ally directing  and  working  with  a  few  other  tjrpists. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years*  experience,  and  proven  ability  as  a  typist  in  a  com- 
mercial ofiice  pr  two  years  as  a  Junior  Typist  or  as  a  Junior  TypistOlerk; 
ibillty  to  typewrite  accurately  at  not  less  than  65  net  words  per  minute  from 
plain  manuscript  or  printed  or  typewritten  matter;  general  familiarity  with 
office  practice;  and  some  supervisory  ability,  or  mature  judgment. 

Principal  Lines  of  Promotion 

From:  Junior  Typist;  Junior  Typist-Clerk. 

To :  Principal  Typist ;  Senior  Correspondence  Clerk. 

Compensation  for  Class 

Annual:  $1560-$1620-$1680 


Title  op  Class  : 
PRINCIPAL  TYPIST 

Specifications  of  Class  O 8 1^ 

Duties: 

Under  general  direction,  to  supervise  a  large  and  Important  typewriting  unit 
or  section ;  to  be  responsible  for  the^quantlty  and  quality  of  output  and  the 
efficient  conduct  of  the  work ;  to  map  out  and  assign  work ;  to  rearrange,  segre- 
gate, or  tabulate  Involved  material;  occasionally,  to  typewrite  especially  diffi- 
cult or  technical  matter ;  to  handle  matters  pertaining  to  the  personnel  of  the 
section.  Including  the  preparation  of  efficiency  ratings ;  to  condu^  routine  cor- 
respondence ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years*  experience  and  proven  ability  as  a  Sailor  Typist;  ability 
to  handle  ordinary  correspondence  and  to  arrange  simple  statistical  data; 
familiarity  with  the  operation  of  office  duplicating  appliances;  a  thorough 
knowledge  of  governmental  office  practice  and  procedure;  and  prov^i  super- 
visory ability. 

Principal  Lines  of  Promotion 

From :  Senior  Typist. 

To :  Principal  Correspondence  Clerk. 

Compensation  for  Class 

Annual:  $168a-$174(>^1800-$1860 
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BECLASSIFICATION  COMMISSION  KEPORT — PART  II.  197 

Trris  OF  Crjiss  : 

UNDER  TYPIST-CLERK 

Spedfications  of  Clam  A 1)  ( ) 

Duties:  ^ 

Under  immediate  supervision,  to  perform  both  general  clerical  work  of  a 
simple  routine  nature  and  ordinary  typewriting,  requiring  the  typing  qualifi- 
cations of  an  Under  Typist. 

Examples:  Typing,  comparing,  and  attaching  to  correspondence  checks, 
voachers,  or  receipts,  involving  no  knowledge  of  accounting  work ;  copying  and 
proof  reading  letters,  memoranda,  or  manuscript;  serving  in  a  position  which 
requires  that  part  of  the  time  be  spent  in  typewriting  and  a  part  in  miscel- 
laneous clerical  work  such  as  handling  mail,  answering  telephone  inquiries, 
keeping  simple  records,  and  filing. 

QoaBileatiiMifl: 

Training  equivalent  to  that  represented  by  two  years  of  high  school,  or  by 
graduation  from  business  college;  preferably  several  months*  experience  in  a 
commercial  office ;  ability  to  typewrite  at  not  less  than  45  net  words  peF  minute 
from  plain  manuscript  or  from  printed  or  typewritten  matter;  and  some 
knowledge  of  general  office  work  and  mechanical  office  ai^liances. 

Principal  Lines  of  Promotion 

To:  Junior  Typist;  Junior  Typist-Clerk. 

Compensation  for  Class 

Annual:  $1200-^1320-^1380 


TnxE  OF  Class  : 

JUNIOR  TYPIST-CLERK  o  ( 

Spedications  of  Class 
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Under  supervision,  to  perform  both  general  clerical  work,  usually  of  a  mis- 
cellaneous nature,  and  general  typewriting  work,  requiring  the  typing  quali- 
fications of  a  Junior  Typist. 

Examples :  Inserting  proper  replies  in  form-letters ;  briefing  foutine  corresi)ond- 
ence,  memoranda,  and  other  matter  for  filing  and  indexing ;  assisting  supervisors 
in  distributing,  collecting,  and  checking  the  work  of  others ;  gathering,  collating, 
and  typing  statistical  information;  typing  and,  in  addition,  performing  miscel- 
laneous clerical  work,  such  as  operating  adding  and  calculating  machines  to 
compute  interest  or  discounts,  keeping  service  attendance  or  work  records, 
searching  files,  checking  employees*  time,  and  assisting  In  pay-roll  work. 

Qualilteftions: 

Training  equivalent  to  that  represented  by  two  years  of  high  school  or  by 
graduation  from  business  college ;  not  less  than  one  year's  experience  as  typist- 
clerk  in  a  commercial  office  or  six  months  as  an  Under  Typist  or  as  an  Under 
Typist-Clerk;  ability  to  typewrite  at  not  less  than  55  net  words  per  minute 
from  plain  manuscript  or  from  printed  or  typewritten  matter;  and  experience 
with  the  operation  of  calculating  machines  or  other  office  appliances. 

Prineipal  Lines  of  Promotion 

From :  Under  Typist-Clerk ;  Under  Typist. 
To :  Senior  Typist ;  Senior  Clerk. 

Compensation  for  Class 

Annual:  $144<M150O-|1560 


SERVICES  INVOLVING  THE  SKILLED  TRADES,  MAN- 
UAL LABOR,  PUBLIC  SAFETY,  OR  REUTED  WORK 


15.  CUSTODIAL  AND  JANITOR  SERVICE    '^■'^' 


This  service  ineludet  cUtsseM  of  poHtionB  the  4utie9  of  tohich  are  to  supenHse 
or  to  perform  work  involving  the  custody,  m<Untenanoe,  protection,  care,  and 
dea/ninff  of  puhUc  Imildings  and  grounds,  national  cemeteries,  and  other 
premises,  such  as  the  municipal  markets,  the  morgue,  or  the  dog  pound. 

Building  Pbotbction: 
Wfttchnuui 
WAtchwvBum 
GvmbImvm  Attondttit 

SergiHuit  9t  Ihm  Gaartf 
LiMrtMumt  •§  Ihm  GaaH 
Gsptatai  9t  ttm  Gwwd 

]>ooilu«per.  White  Hi 


CLBAMIIIO   4KD  CHAB  WOBK  I 

CImumt 


Custodial  Wobk,  Buildings  and  Grounds: 
Jmter  BaUdfaiff  Cwtodtea 
Scnter  BalldlBff  Cwtedtea 

8iip«rtaiteiident»  ArUnften  NatlMMl  CMMterr 
SapOTtetendmt*  SoUicn*  Hmm  NatlMMl  CtiMtefT 

Janitobial  Wobk: 
Airtrtmt  Jmaiim 
Janitor 

SdMoi  Janitor 
Janltor-Bncinoaaa 
Saparintonoent  9t  Janltori    FaMIc  ScImoIs 

Othbb  Classbs  in  thv  Custodial  and  Janitob  Sbbticb  : 
AHhitaat  MailMt  Maatar— INstritt  af  CabunMa 
MariMt  Maatoi^Diatrict  af  CalamMn 

AMlatont  Margna  Ifaatoi^Dlatrlet  af  CabunMa 
llarBBa  Maatoi^Diatrlct  af  CalaaMa 


Bay  Catehar 

Paand  Maator— INatrlet  af  CahmUa 

Saparriaar  af  CanTanlanca  Stetiana— Diatrlct  af  CalawMa 


BnMraancy  Beat  Baan  Attomiant 
Parai  diackar 
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BUILDING  PROTECTION 


Title  of  Class: 

WATCHMAN 

Specifications  of  Clau  *\^9 

Duties:  ^  •'  -^ 

Under  immediate  supervision,  to  be  responsible  for  the  custody  of  premises 
or  cnnstruction  work,  including  materials,  tools,  and  equipment;  and  to  per- 
form related  work  as  required. 

Examples:  Watching  and  protecting  greenhouses,  plants,  trees,  and  shnilh 
bery  In  the  Botanical  Garden,  or  materials,  equipment,  excavations,  newly 
laid  cement  or  concrete,  or  buildings  under  construction;  placing  signal  lights; 
keeping  up  fires  and  oiling  and  cleaning 'building  machinery  and  tools;  oper- 
ating a  heating  plant  in  a  greenhouse. 

Qnalificatioiis: 

Ability  to  read  and  write;  preferably  some  experience  in  firing  boileni; 
reliability  and  good  physical  condition. 

Principal  Lines  of  Promotion 


Compensation  for  Class 


To:  Guard. 

Annual:  $1Q2(>-$1060 

Title  of  Class: 

WATCHWOMAN 

Specifications  of  Class  ot'fi 

Duties: 

Under  immediate  supervision,  within  designated  public  buildings,  to  guard 
property  and  enforce  regulations  for  the  maintenance  of  order;  to  make  r^ 
ports;  and  to  perform  related  work  as  required. 

Examples:  Inspecting  and  supervising  female  lavatories,  toilets,  and  rest 
rooms ;  preventing  and  investigating  disorders,  losses,  and  thefts. 

Qualifications: 

Common-school  education;  some  knowledge  of  police  regulations;  force, 
reliability,  tact,  and  physical  strength. 

Compensation  for  Class 

Annual:  $10!20-^1080 

TnxE  OF  Class: 
GREENHOUSE  ATTENDANT 

Specifications  of  Class  3!^  4 

Duties: 

Under  supervision,  to  perform  ordinary  work  in  connection  with  the  regu- 
lation of  the  temperature,  the  ventilation,  and  the  protection  of  a  greenhouse; 
to  protect  and  care  for  plants  and  flowers;  and  to  perform  related  work  as 
required. 

Examples:  Firing  a  low-pressure  boiler;  watching  and  controlling  tempera- 
ture and  ventilation;  patrolling  a  greenhouse  and  grounds;  mowing  lawns; 
cleaning  walks  and  grounds. 

Qualifications: 

Ability  to  read  and  write;  not  less  than  six  months*  experience  in  general 
greenhouse  laboring  work ;  knowledge  of  the  operation  of  low-pressure  boilers; 
and  physical  strength.  ^ 


From:  Park  Laborer. 
Annual:  $1080 


Principal  Lines  of  Promotion 
Compensation  for  Class 
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TnxE  OF  Class  : 
GUARD 

Spedfications  of  Class  0«i«) 

Duties: 

Under  immediate  supervision,  within  assigned  public  buildings,  reservations, 
or  premises,  to  protect  property  from  accident,  theft,  damage,  and  trespass ;  to 
joaintain  order ;  to  make  reports ;  and  to  perform  related  work  as  required. 

Examples:  Patrolling  a  designated  beat  and  reporting  at  stated  intervals  by 
telephone,  call  bell,  or  otherwise;  opening  and  closing  doors  and  windows; 
raising  and  lowering  flags;  tuVntng  off  fans,  motors,  or  lights;  inspecting  fire 
escapes,  night  lights,  heating,  plumbing,  and  fire  apparatus;  guarding  against 
theft,  trespass,  or  fire ;  attending  fire  drills  and  lectures ;  preventing  disorder ; 
removing  or  arresting  offenders ;  assisting  in  cases  of  accident  or  illness ;  noting 
passes  and  tardiness  of  employees ;  scrutinizing  and  directing  strangers ;  caring 
for  lost  articles;  preventing  removal  of  Ctovemment  property  without  proper 
authority ;  watching  and  caring  for  playgrounds  and  bathing  beaches. 

Qnaliflcatioiui: 

Common  school  education;  preferably  one  year's  experience  in  the  military, 
naval,  or  police  service,  or  its  equivalent;  some  knowledge  of  municipal  laws 
and  police  regulations;  courage,  reliability,  tact,  judgment,  and  physical 
strength. 

Pii9d|Hd  Linss  of  Promotion 

From:  Watchman. 

To:  Sergeant  of  the  Guard. 

Compilation  for  Class 

Annual:  $1080-^1140-^1200 


Tms  OF  Class  : 

SERGEANT  OF  THE  GUARD 

Specifications  of  Class 


31)0 


Duties: 

Under  supervision,  to  assist  in  the  direction  of  a  small  force  of  Guards 
charged  with  the  care  and  protection  of  life  and  property  and  the  maintenance 
of  order  within  designated  public  buildings,  reservations,  or  premises;  to  re- 
ceive and  make  reports;  and  to  perform  related  work  as  required. 

Examples :  Transmitting  and  executing  orders ;  assigning,  inspecting,  and  in- 
structing watchmen ;  receiving  and  making  reports  at  stated  intervals ;  inspect- 
ing buildings  and  outposts,  including  lighting,  heating,  plumbing,  and  fire 
apparatus;  Investigating  complaints. 

Qualifications: 

Common  school  education ;  not  less  than  six  months'  experience  In  the  Fed- 
eral or  Municipal  watch  service,  or  its  equivalent  in  character  and  standard; 
thorough  knowledge  of  Municipal  laws  and  police  regulations;  and  ability  to 
manage  men. 

Principal  Lines  of  Promotion 

From:  Guard. 

To:  Lieutenant  of  the  Guard. 

Compensation  for  Class 

Ammal:  $1320-11880 

Tttlb  or  Class  : 

LIEUTENANT  OF  THE  GUARD 

Specifications  of  Class  ^^i^i 

Duties:  ^  •^  ' 

Under  direction,  in  connection  with  the  care  and  protection  of  life  and 
property  and  the  maintenance  of  order  in  public  buildings,  reservations,  or 
other  premises,  to  supervise  and  be  responsible  for  the  work  of  a  detachment 
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of  subordinate  officers  and  guards  during  a  designated  period  or  watch,  or,  ti» 
be  independently  responsible  for  the  protection  of  public  buildings  and  prop- 
erty, involving  lesser  inherent  or  supervisory  responsibility  than  that  spedited 
for  a  Captain  of  the  Guard ;  to  receive  and  make  reports ;  to  assign,  instruct, 
and  discipline  subordinates;  and  to  perform  other  related  work. 

Qnalificatloiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  acbool; 
not  less  than  one  yearns  experience  as  guard  In  the  Federal  or  Municipal  watch 
service,  or  its  equivalent  in  character  and  standard ;  thorough  knowledge  of 
municipal  laws  and  police  regulations ;  and  ability  to  manage  men. 

PrindiHd  Liner  of  Promotloii 

From :  Sergeant  of  the  Guard. 
To :  Captain  of  the  Guard. 

Compcnsatioii  for  Claia 

Annual:  |144M10OO 


TiTLX  OF  Class  : 

CAPTAIN  OF  THE  6UABD 

Spodficstlomi  of  CloM  3  •)  N 

Dotfes: 

Under  direction,  to  exercise  general  administrative  supervision  over  a  de- 
tachment of  subordinate  officers  and  Guards  charged  with  the  care  and  pro- 
tection of  life  and  property  and  the  maintenance  of  order  within  a  large  public 
building,  a  group  of  smaller  buildings,  or  other  large  reservationB  or  premises; 
to  be  responsible  for  the  enforcement  of  rules,  regulations,  and  orders;  to 
select,  assign,  instruct,  and  discipline  subordinates;  to  keep  material  and  per- 
sonnel records ;  to  make  reports,  and  to  perform  other  related  work. 

Quallllcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  supervisory  experience  in  police  or  guard  work  or  its 
equivalent  in  character  and  standard;  thorough  knowledge  of  Municipal  laws 
and  police  regulations;  ability  to  manage  men;  and  administrative  ability. 

» 
Principal  Linos  of  Promotion 

From :  Lieutenant  of  the  Guard. 

Compensation  for  Class 

Annual:  $1740^1800 


TiTLB  OF  Class: 

DOORKEEPER,  LIBRARY  OF  CONGRESS 

Specifications  of  CUm  ^{VJ 

Duties:  " 

Under  immediate  supervision,  to  direct  visitors  to  the  reading  room  of  tiie 
Library  of  Congress;  to  exclude  casual  visitors  from  the  reading  room;  and 
to  perform  related  work  as  required. 

QnaUficatiomi: 

Common  school  education;  some  experience  in  the  work  of  the  Library  of 
Congress;  tact  and  courtesy. 

Compensation  for  Class 

Annual:  $1200 
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Title  of  Class  : 

DOOBKEEPER,  WHITE  HOUSE 

Sp€dlicatioii8  of  CIsm  400 

Duties: 

Under  Immediate  snpervlsion,  to  receive,  interview,  and  direct  all  visitoni  at 
tbe  BsecQtlye  Office  of  the  Wlilte  House,  and  to  perform  related  work  as  re- 
qnired. 

Qnalificatioiis: 

Common  school  education ;  not  less  than  one  year's  experience  nf  the  clerical 
or  domestic  work  of  the  White  House,  or  its  equivalent  in  character  and 
standard ;  tact,  courtesy,  good  address  and  physical  strength. 

Compilation  for  Class 


CLEANING  AND  CHAR  WORK 


Title  of  Class  : 

CLEANER  A  r\  'i 

Specifications  of  Class  4  U 1 

Duties: 

Under  immediate  supervision,  to  perform  routine  work  in  connection  with  the 
cleaning  of  public  buildings,  their  equipment  and  adjacent  grounds,  and  to  per- 
form related  work  as  required. 

Examples:  Moving  furniture,  sweeping  and  scrubbing  floors,  dusting  furni- 
ture, washing  windows  and  woodwork,  polishing  metal  utensils  and  fixtures, 
filling  water  coolers,  keeping  washrooms  supplied  with  soap  and  towels,  clean- 
ing office  equipment,  mowing  lawns,  trimming  hedges,  gathering  and  disposing 
of  waste. 

QmMcatioiMit 

Experience  In  cleaning  work ;  physical  strength  and  endurance. 

Principal  Lines  of  Promotion 

To:  Head  Cleaner. 

Compensation  for  Class 

.  Annual :  $9eO-(102(mi080 


Title  of  Class: 
HEAD  CLEANER 

Specifications  of  Class  40^^ 

Duties: 

Under  immediate  supervision,  to  direct  an^  work  with  a  group  of  charwomen 
and  cleaners  engaged  in  maintaining  cleanliness  in  and  about  public  buildings, 
and  to  perform  related  work  as  required. 

Examples :  Supervising  and  performing  such  work  as  sweeping  and  scrubbing 
floors,  dusting  furniture,  washing  windows  and  woodwork,  polishing  metal 
utensils  and  fixtures,  filling  water  coolers,  cleaning  office  equipment,  moving 
furniture,  mowing  lawns,  trimming  hedges,  or  gathering  and  disposing  of  waste. 

Qualifications: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  in  cleaning 
work,  ability  to  direct  employees,  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Cleaner. 

To:  Foreman  of  Cleaners. 

Compensation  for  Class 

Annual:  $1200 
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TiTtE  OF  CiJiss : 

FOREMAN  OF  CLEANERS 

Specifications  of  Class  1(]^ 

Duties:   '  TUU 

Under  general  supervision,  to  assist  a  supervisor  of  cleaners  in  the  super- 
vision of  the  cleaning  force  of  a  large  public  building  during  a  designated  shifty 
or  to  have  entire  charge  of  the  cleaning  force  of  a  smaller  public  building;  t» 
direct  the  work  of  cleaners  and  laborers  engaged  In  moving  furniture,  cleanlng^ 
equipment,  and  making  minor  repairs ;  to  requisition  and  issue  janitor  supplies; 
to  keep  records  of  personnel ;  to  make  reports ;  and  to  perform  related  work  as 
required. 

Qualifications: 

Preferably  common  school  education ;.  not  less  than  two  years*  experience  in 
responsible  janitor  or  related  work,  preferably  in  a  supervisory  capacity;  and 
supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Head  Cleaner. 

To :  Supervisor  of  Cleaners. 

Compensation  for  Class 

Annual:  $1320 

Title  of  Class  : 

SUPERVISOR  OF  CLEANERS 

Specifications  of  Class  404 

Duties:  ^ 

Under  direction,  to  be  responsible  for  the  cleaning  of  a  large  public  building,, 
such  as  the  Bureau  of  Engraving  and  Planting,  the  Interior  Department  build- 
ing, or  a  group  of  the  War  or  Navy  Department  buildings ;  to  direct  and  super- 
vise employees  engaged  in  the  maintenance  and  cleaning  of  buildings  and  adja- 
cent grounds;  to  make  sanitary  inspections;  to  requisition,  receive,  and  Issue 
building  and  janitor  supplies;  to  keep  records  of  personnel  and  material;  txy 
make  reports ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  four  years*  responsible  experience  in  building  maintenance  and  clean- 
ing work ;  and  supervisory  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From :  Foreman  of  Cleaners. 

Compensation  for  Class 

Annual:  $1500 

Title  of  Class  :  >^ 

CHARWOMAN 

Specifications  oi  Class  A  (\  ^ 

Duties  s 

Under  immediate  supervision,  to  perform  such  routine 'work  In  connecti<n> 
with  the  cleaning  of  public  buildings  as  may  be  required. 

Examples:  Sweeping  and  mopping  floors;  dusting  furniture;  washing  win- 
dows and  woodwork ;  polishing  metal  utensils  and  fixtures ;  caring  for  women*s 
washrooms. 

Qualifications: 

Preferably  some  experience  in  charwork ;  physical  strength  and  endurance. 

Principal  Lines  of  Promotion 

To:  Head  Charwoman;  Emergency  Rest  Room  Attendant.  > 

Compensation  for  Class 

Hourly :  40  cents 
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Title  of  Glass  : 
HEAD  CHARWOMAN 

Speeillcatioiis  of  Class  4  0  (i 

Duties: 

Under  immediate  superTislon,  to  direct  and  work  with  a  group  of  char- 
women engaged  In  maintaining  cleanliness  in  public  buildings;  and  to  per- 
form related  work  as  required. 

Examples:  Supervising  and  performing  such  work  as  sweeping  and  mop- 
ping floors,  dusting  furniture,  washing  windows  and  woodwork,  or  polishic^ 
metal  utensils  and  fixtures. 

Qnalificatiwis: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  as  char- 
woman; and  ability  to  direct  subordinates. 

PrinciiMd  Lines  of  Promotion 

From:  Charwoman. 
Note. — ^May  be  required  to  work  part  or  full  time. 

Compilation  for  Class 

Hourly :  45  cents 

CUSTODIAL  WORK,  BUILDINGS  AND  GROUNDS 


Title  of  Class: 

JUNIOR  BUILDING  CUSTODIAN 

Speeifications  of  Class  407 

Duties: 

Under  the  supervision  of  a  Senior  Custodian,  to  assist  him  in  the  per- 
formance of  his  work,  with  secondary  supervisory  functions,  or,  under  gen- 
eral direction,  to  be  responsible  for  the  maintenance  and  operation  of  a  small 
public  building;  to  direct  supervisory  and  office  assistants,  mechanics,  watch- 
men, elevator  conductors,  laborers.  Janitors,  messengers,  and  other  employees 
in  the  maintenance  and  operation  of  the  building  concerned;  to  requisition, 
issue,  install,  and  account  for  supplies,  furnishings,  and  equipment;  to  keep 
records  of  personnel  and  material;  to  prepare  estimates  for  minor  improve- 
ments, additions,  or  repairs;  to  prepare  routine  or  emergency  reports;  and 
to  perform  other  related  work. 

QoalillcatioBfl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
at  least  two  years'  experience  In  custodial  work  in  Federal  buildings,  prefer- 
ably in  a  supervisory  capacity,  or  not  less  than  three  years*  experience  in 
the  custody  or  management  of  other  buildings;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

To:  Senior  Building  Custodian. 

Compensation  for  Class 
Annual:  $2280~$2400-42520 


TnxE  OF  Class: 

SENIOR  BUILDING  CUSTODIAN 

Specifications  of  Class  /If)^ 

Duties:  T^ ' '  <^ 

Under  general  direction,  to  be  responsible  for  the  maintenance  and  opera- 
tion of  a  large  public  building,  such  as  the  House  Office  Building  or  the  Sen- 
ate Office  Building,  or  one  of  the  largest  departmental  office  buildings,  and 
the  adjacent  grounds;  to  direct  supervisory  or  office  assistants,  mechanics. 


206  BBGLASSIFIGATION  COMMISSION  BBPOBT — ^PABT  H. 

watchmen,  elevator  operators,  laborers,  janitors,  messengers,  and  otber  em- 
ployees In  the  maintenance  and  operation  of  the  building  concerned ;  to  reiiiilsl- 
tion,  Issue,  Install,  and  account  for  supplies,  furnishings,  and  equipment;  to 
keep  records  of  personnel  and  material;  to  assign  office  space;  to  prepare  esti- 
mates for  improvements,  additions,  or  repairs ;  to  prepare  routine  or  emergency 
reports;  and  to  perform  other  related  work. 

Qnaliflcstloiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  supervisory  experience  in  custodial  work  in  Fed- 
eral buildings,  or  extended  experience  in  the  custody  or  management  of  otber 
large  buildings;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Junior  Building  Custodian. 

Compensatimi  for  Class 

Annual:  |8000 


Title  of  Class  : 

SUPERINTENDENT,  ARLINGTON  NATIONAL  CEMETERY 

Specifications  of  Class  4l/ «' 

Duties: 

Under  general  direction,  to  be  responsible  for  the  care,  maintaoance,  and 
operation  of  the  Arlington  National  Cemetery;  to  recommend,  prepare  esti- 
mates for,  and  superintend  new  construction  of  walks  and  grounds  and  im- 
provements to  buildings  and  grounds;  to  direct  and  supervise  the  work  of 
office  assistants,  mechanics,  gardeners,  teamsters,  guards,  and  laborers;  to 
requisition  and  Isue  supplies  and  material;  to  keep  records  and  accounts;  to 
make  reports ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  not  less  than  five  years*  similar  responsible  experience  in  Federal  custodial 
work,  preferably  in  connection  with  a  national  cemetery ;  general  knowledge  of 
plant  and  tree  culture;  and  demonstrated  administrative  .ability. 

Compensation  for  Class 

Annual:  $1740 


TrrUE  or  Class  : 

SUPERINTENDENT,  SOLDIERS'  HOME  NATIONAL  CEMETERY 

Specifications  of  Class  41  i) 

Duties:  ^^ 

Under  general  direction,  to  be  responsible  for  the  care,  maintenance,  and 
operation  of  the  National  Soldiers'  Home  Cemetery;  to  authorize  and  superin- 
tend burials  therein;  to  supervise  employees;  to  requisition  supplies  and  ma- 
terial ;  to  keep  records  and  accounts  and  make  reports ;  and  to  perform  otber 
related  work. 

Qualifications: 

Common  school  education;  some  knowledge  of  ordinary  account  keeping; 
not  less  than  two  years*  responsible  experience  in  connection  with  the  custody 
and  maintenance  of  a  national  cemetery  or  reservation,  or  Its  equivalent;  and 
supervisory  ability. 

Compensation  for  Class 
Annual:  $1500 
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JANITORIAL  WORK 


Tttlb  of  C1A88 : 
ASSISTANT  JANITOR 

Spedllcatioiui  of  Class  4 1  I 

Duties:  ^ 

Under  Immediate  superyision,  to  assist  a  Janitor  or  a  Janltor-Enginenmn  In 
maintaining  the  cleanliness,  heat,  and  ventilation  of  a  public  building,  such  as 
a  public  school  or  a  conYa:iience  station;  and  to  perform  related  work  as 
required. 

Examples :  Assisting  In  the  operation  of  heating  plants ;  sweeping  and  scrub- 
bing floors;  cleaning  and  laying  floor  coverings;  dusting  furniture;  washing 
windows  and  woodwork ;  polishing  metal  utensils  and  fixtures ;  mowing  lawns ; 
trimming  hedges ;  cleaning  playgrounds  and  walka 

QuaMcattons: 

Ability  to  read  and  write;  preferably  some  experience  In  Janitor  work;  and 
physical  strength. 

Prindpal  Lines  of  Promotion 


To:  Janitor. 

Annual :  $1080 

Title  of  Clabs: 
JANITOR 


Compilation  for  Class 


412 


Specilicationfl  of  Class 
Duties: 

Under  supervision,  to  be  responsible  for  cleaning,  heating,  and  ventilating  a 
small  public  building  (other  than  a  public  school)  or  a  convenience  station; 
and  to  perform  related  work  as  required. 

Examples:  SupervlMng  and  performing  work  such  as  the  operation  of  hot- 
air,  hot-water,  or  low-pressure  steam-heating  plants,  sweeping  and  scrubbing 
floors,  cleaning  and  laying  coverings,  dusting  furniture,  washing  windows  and 
woodwork,  polishing  metal  utensils  and  fixtures,  mowing  lawns  and  trimming 
hedges,  cleaning  playgrounds  and  walks. 

QnalifieationB: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  and  proven 
ability  in  Janitor  work ;  supervisory  ability ;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Assistant  Janitor. 

To:  Janitor-Englneman ;  Superintendent  of  Janitors — ^Public  Schools. 

Compilation  for  Class 

Annual:  |1200-|1500 

Title  of  Class: 

SCHOOL  JANITOR 

Speeifications  of  Class  4 1 1^ 

Duties: 

Under  supervision,  to  be  responsible  for  the  cleaning,  heating,  ventilating 
and  safeguarding  of  a  public  school  building ;  to  operate  the  heating  plant ;  to 
sweep  floors  and  clean  and  lay  floor  coverings;  to  dust  furniture,  wash  win- 
dows, and  clean  woodwork  and  flxtures ;  to  keep  the  school  grounds  and  adja- 
cent playgrounds  and  walks  In  good  condition ;  to  maintain  order  in  the  school 
playground ;  and  to  perform  related  work  as  required. 
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QaaliAcatioiifl: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  and  proveii 
ability  in  Janitor  work ;  supervisory  ability ;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Assistant  Janitor. 

To:  Janltor-Englneman ;  Superintendent  of  Janitors — Public  Schools. 

Compensation  for  Class 

Annual:  $1200^1500 

TnxB  OF  Class: 
JANITOR-ENGINEMAN 

Specifications  of  Class  ^1  4 

Duties:  tx  r 

Under  supervision^  to  be  responsible  for  the  operation  of  a  high-pressure 
steam-heating  plant,  and  for  maintaining  cleanliness,  heat,  and  ventilation  in 
a  public  building,  such  as  a  public  school  or  a  convenience  station;  and  to 
perform  related  work  as  required. 

Examples:  Operating  the  steam-heating  plant;  sweeping  and  scrubbing 
floors;  cleaning  and  laying  floor  coverings;  dusting  furniture;  washing  win- 
dows and  woodwork;  polishing  metal  utensils  and  fixtures;  mowing  lawns; 
trimming  hedgies;  cleaning  playgrounds  and  walks. 

Qualifications: 

Common  school  education;  not  less  than  one  year's  experience  in  Janitor 
work;  an  engineer's  operating  license;  supervisory  ability  and  strength. 

Principal  Lines  of  Promotion 

From:  Janitor. 

To :  Superintendent  of  Janitors — ^Public  Schools. 

Compensation  for  Class 

Annual:  $1260-^1560 


Title  of  Class  : 

SUPERINTENDENT  OF  JANITORS— PUBLIC  SCHOOLS 

Specifications  of  Class  4x«) 

Duties: 

To  be  responsible  to  the  Superintendent  of  Schools  for  the  cleaning,  heating, 
and  repair  of  the  public-school  buildings  of  the  District  of  Columbia  and  for 
Uie  upkeep  of  adjacent  recreational  grounds;  to  requisition  and  keep  account  of 
fuel  and  supplies ;  to  keep  records  of  personnel ;  to  make  reports ;  and  to  per- 
form other  related  work. 

Qnalifications: 

Common  school  education ;  extended  supervisory  experience  in  the  deanlng 
and  maintenance  of  buildings;  training  equivalent  to  that  represented  by  three 
years'  experience  as  an  englneman,  a  fireman,  or  a  mechanic;  and  supervisory 
ability. 

Principal  Lines  of  Promotion 

From:  Janitor;  Janltor-Englneman. 

Compensation  for  Class 

Annual:  $2100 
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OTHER  GLASSES  IN  THE  CUSTODIAL  AND  JANITOR  SERVICE 


TiTLx  OF  Class  : 

ASSISTANT  MARKET  MASTER— DISTRICT  OF  COLUMBIA 

Spedllcatioiifl  of  CkM  41o 

Daties: 

Under  tbe  immediate  supervision  of  a  Market  Master,  to  assist  in  the  main- 
tenance and  opiei'ation  of  a  public  market  in  the  District  of  Columbia ;  to  snp^- 
vise  and  to  perform  such  work  as  cleaning  the  building  and  grounds;  to  act 
for  the  Market  Master  in  his  absence ;  and  to  perform  related  work  as  required. 

Qnalilicstioiifl: 

Common  school  education ;  some  experience  in  the  maintenance  of  a  public 
market ;  and  supervisory  ability. 


To:  Market  Master. 


Annual:  fl200 


Prineipml  Lines  of  Promotion 
Compensation  for  Class 


417 


Title  of  Class  : 

MARKET  MASTER— DISTRICT  OF  COLUMBIA 

Speeillcations  of  Class 
Duties: 

Under  tlie  supervision  of  the  Superintendent  of  Weights  and  Measures,  to  be 
responsible  for  the  maintenance  and  operation  of  a  public  market  in  the  District 
of  Columbia ;  to  authorize  concessions  for  space  or  wharfage ;  to  collect  fees ;  to 
enforce  police  and  market  regulations  in  the  preservation  of  order  and  sanita- 
tion ;  and  to  perform  related  work  as  required. 

Qoalificatiomi: 

Common  school  education;  not  less  than  two  years'  experience  as  an  Assist- 
and  Market  Master  or  in  related  work ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Market  Master. 

Compensation  for  Ckss 

Annual:  $1500 


TrrLE  OF  Class  : 

ASSISTANT  MORGUE  MASTEIU-DISTRICT  OF  COLUMBIA 

Speeiflcatlons  of  Class  4.1  rS 

Duties:  ^^^^ 

Under  the  immediate  supervision  of  the  Morgue  Master,  to  assist  in  the 
maintenance  and  operation  of  the  morgue  of  the  District  of  Columbia;  to 
receive,  care  for,  and  dispose  of  the  dead;  to  supervise  the  cleaning  of  the 
stable  and  the  feeding  of  the  horses;  to  assist  in  forming  juries  in  the  pro* 
ceedings  of  inquests  and  in  the  performance  of  autopsies;  to  act  for  the 
Morgue  Master  in  his  absence ;  and  to  perform  related  work  as  required. 

Qualificationfl: 

Conunon  school  education;  preferably  some  experience  In  related  work;  and 
some  supervisory  ability. 

Principal  Lines  of  Promotion 

To:  Morgue  Master — District  of  Columbia. 

Compensation  for  Claas 

Annual :  $1200-1260 
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Title  of  Class  : 

MORGUE  MASTERS-DISTRICT  OF  COLUMBIA    , 

Specifications  of  Ckss  d1  H 

Duties:  ^^' 

Under  general  direction,  to  be  responsible  for  the  maintenance  and  operatioD 
of  the  morgue  of  the  District  of  Columbia;  to  direct  the  work  of  recdviiig. 
caring  for,  and  disposing  of  the  dead;  to  supervise  the  admission  of  visitors; 
to  conduct  interviews;  to  summon  Jurors  and  assist  In  the  proceedings  of 
inquests  and  in  the  performance  of  autopsies;  to  keep  necessary  records  and 
prepare  reports ;  and  to  perform  other  related  work. 

Qnalificatioiifl: 

Common  school  education;  a  thorough  knowledge  of  the  work  of  a  morgue; 
and  supervisory  ability. 

Principal  lines  of  Promotion 

From :  Assistant  Morgue  Master — ^District  of  Columbia. 

Compensation  for  Class 

Annual:  $1820^880 


TiTLB  OF  Class  : 

DOG  CATCHER 

Specifications  of  Class  Ayll 

Duties:  ^^^' 

Under  the  Immediate  supervision  of  the  Pound  Master— District  of  Columbia^ 
to  perform  work  in  connection  with  the  capture,  custody,  quarantine^  or  dis- 
position of  animals  running  at  large  In  violation  of  the  law;  to  clean  stables 
and  equipment;  to  care  for  the  horses  of  the  pound;  and  to  perform  related 
work  as  required. 

Qualifications: 

Ability  to  read  and  write ;  strength  and  agility. 

Compensation  for  Class 

Annual:  $84M9OO-$90O 

Tnuc  OF  Class: 

POUND  MASTER— DISTRICT  OF  COLUMBIA 

Specifications  of  Class  2l2  I 

Duties:  Tf^x. 

Under  general  direction,  to  direct  and  supervise  employees  engaged  In  the 
capture,  detention,  quarantine,  sale,  or  killing  of  animals  running  at  lai^  in 
violation  of  the  law;  to  be  responsible  for  the  maintenance  and  operation  of 
the  pound  stable;  to  receive  and  account  for  funds  derived  from  the  sale  or 
the  redemption  of  animals ;  to  keep  records  of  personnel ;  to  make  reports ;  and 
to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  some  experience  In  the  care  of  animals ;  knowledge 
of  the  law  and  regulations  relating  to  the  taxing  of  animals ;  and  supervisory 
ability. 

Compensation  for  Class 

Annual:  $1820^380 

Title  of  Class  : 

SUPERVISOR    OP    CONVENIENCE    STATIONS— DISTRICT    OF    CO- 
LUMBIA .  o  i 

Specifications  of  Class  4  ^  -^ 

Duties: 

Under  general  direction,  to  be  responsible  for  the  operation  and  maintenance 
of  public  convenience  stations  in  the  District  of  Columbia ;  to  direct  medianics 
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and  laborers  engaged  In  cleaning,  heating,  or  repair  work ;  to  requisition,  issue, 
and  account  for  supplies;  to  perform  office  work,  as  assigned,  relatiye  to 
plumbing  inspection,  sudi  as  preparing  or  examining  plans  and  estimates  for 
improyements  and  repairs,  in  connection  with  the  issuance  of  permits  for 
plumbing  work;  to  keep  records  of  personnel;  to  make  reports;  and  to  perform 
related  work  as  required. 

Qualificatioiis: 

TralniniT  equivalent  to  that  represented  by  graduation  from  high  school; 
some  saperrisory  experience  in  Janitor  work ;  thorough  knowledge  of  plumbing 
design  and  regulations;  and  superrisory  ability. 

Compensation  for  Class 

Annual:  $1000 


Title  of  Glass  : 

EaiERGENCT  REST  ROOM  ATTENDANT 

Spedflcations  of  Class  4  2  O 


Under  supervision,  to  be  responsible  for  the  cleaning  and  operation  of  an 
emergency  rest  room  of  a  departmental  office  bTiildlng  or  a  i»iibHc  school ;  and 
to  perform  related  work  as  required. 

Examples:  Gleaning  emergency  rest  rooms  and  furnishings;  ministering  to 
the  comfbrt  of  employees,  visitors,  or  pupils;  rendering  flrst-aid  treatment; 
assisting  in  enforcing  regulations  for  the  preservation  of  order  and  sanitation. 

QuaHfleatlons: 

Gommon  school  education;  preferably  some  experience  in  first  aid  work  or 
tn  the  care  of  the  sick ;  knowledge  of  first-aid  or  nursing  work ;  tact,  and  good 
physical  condition. 


Principnl  Linea  of  PromotiMi 


From:  Gharwoman. 


Compensation  for  Class 

Annual:  |84(M900-|960-|10aO-|1080 


TrruE  OF  Glass: 
PARCEL  CHECKER 

Spedflcations  of  Class  424 

Duties:  ^^^ 

Under  immediate  supervision,  and  within  a  designated  public  building,  to  be 
responsible  for  the  receipt,  checking,  custody,  and  delivery  of  the  property  of 
visitors  or  others,  such  as  umbrellas,  canes,  cameras,  and  wearing  apparel; 
and  to  perform  related  work  as  required. 

QnaUfieations: 

Common  school  education;  courtesy,  integrity,  and  accuracy. 

Compensation  for  Class 

Annual:  $720 


16.  THE  DETENTION  AND  REFORMATORY 

SERVICE      y^^.^y^ 

This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supertiw 
or  to  perform  work  pertaining  to  the  custody^  care,  or  reformation  of  inmates 
of  institutions  of  correction  or  detention. 

Fbdsral  Prison  Administbation  : 
Parol*  SccretaiT  (Federal  Prlaona) 
Inspector  of  Federal  Prlaone 
AMlitant  Saperintendent  of  Federal  Priaone 
Saperintendent  of  Federal  Prisons 

QUABDING  : 

Junior  Goard  (Detention  or  Reformatorr) 
Senior  Gaaid  (Detention  or  Reformatory) 
Head  Gvard  (Detention  or  Boformatory) 

Matron  (Detention  or  Boformatory) 
Head  Matron  (Detention  or  Boformatory) 

Betobm  School  Administration  : 

Supervisor  of  Boys,  Industrial  Home  Sehool 
Superintendent,  Industrial  Home  School 

Superintendent,  National  Training  Sdiool  for  Girls 

Second  Officer,  National  Training  School  for  Boys 

Parole  Officer,  National  Training  School  for  Boys 

First  Officer,  National  Training  School  for  Boys 

Assistant  Superintendent,  National  Training  School  for  Boys 

Superintendent,  National  Training  School  for  Boys 

Workhouse  and  Rxtobmatory  Administration: 

Assistant  Superintendent,  Workhouse— District  of  Columhia 
Assistant  Superintendent,  Beformatory^— District  of  Columbia 
Superintendent,  Workhouse  and  Beformatory — District  of  Columbia 


FEDERAL  PRISON  ADMINIfiTRATION 


Tttlb  of  Class  : 

PAROLE  SECRETARY  (FEDERAL  PRISONS) 

Specifications  of  Class  42t) 

Duties: 

Under  the  general  direction  of  the  Assistant  Superintendent  of  Federal 
Prisons,  to  supervise  the  preparation  of  parole  cases  for  the  consideration  of 
the  various  Federal  boards  of  parole ;  to  prepare  the  findings  of  such  boards  In 
various  parole  cases,  for  submission  to  the  Attorney  General;  to  attend  meet- 
ings of  the  various  boards  and  to  perform  general  secretarial  work  In  that  con- 
nection; to  act  for  the  Assistant  Superintendent  of  Federal  Prisons  In  his  ab- 
sence; and  to  i)erform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
•expert  ability  to  report  hearings  stenographically ;  general  knowledge  of  penal 
law;  and  secretarial  ability. 

Principal  Lines  of  Promotion 

To :  Assistant  Superintendent  of  Federal  Prisons. 

Compensation  for  Class 

Annual:  $2040-^2160-$2280-$2400 
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Title  or  Class  : 

INSPECTOR  OF  FEDERAL  PRISONS 

SpedficaUons  of  Class  4  2  G 


Under  the  direction  of  the  Superintendent  of  Federal  Prisons,  to  inspect  Feil- 
eral  prisons  as  to  their  general  administration,  including  the  expenditure  of 
funds,  the  care  of  equipment,  and  the  conduct  of  officials;  to  investigate  the 
moral,  mental,  and  physical  welfare  of  prisoners ;  to  hear  complaints  of  pris- 
oners and  adjust  grievances;  to  investigate  conditions  under  which  Federal 
prisoners  are  confined  in  State  prisons,  reformatories,  reform  schools,  training 
schools,  and  county  jails;  to  adjust  rates  for  the  support  of  such  prisoners  In 
9uch  institutions ;  and  to  perform  other  related  work. 

Qoalificatioiifl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  responsible  experience  in  the  Federal  prison  service;  nntL 
knowledge  of  penology  and  of  ordinary  account  keeping. 

Principal  Lines  of  Promotion 

To:  Assistant  Superintendent  of  Federal  Prisons. 

Compensation  for  Cfawa 

Annual :  $3000 


Title  of  Glass  : 

ASSISTANT  SUPERINTENDENT  OF  FEDERAL  PRISONS 

Speeiilcations  of  Class  4pT 

Duties:  ^^  ' 

To  assist  the  Superintend«[it  of  Federal  Prisons  in  administrative  work  and 
to  act  for  him  in  his  absence;  to  handle  correspondence  requiring  original 
administrative  consideration  and  action;  to  keep  records  of  appropriations^ 
expenses,  obligations,  and  deficiencies;  to  prepare  estimates  and  data  for  the 
Senate  and  House  appropriations  committees;  to  draft  proposed  laws  and  pre- 
pare reports  on  penal  subjects;  to  plan  manufacturing  activities  for  Federal 
prisons;  to  perform  field  work  in  connection  with  plans,  estimates,  constructioo 
of  buildings,  and  purchase  of  equipment ;  when  required,  to  serve  as  president 
of  the  boards  of  parole  for  the  United  States  penitentiaries ;  and  to  perform 
other  related  work. 

Qoaiiilcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  responsible  experience  in  the  Federal  prison  service ;  gen- 
eral knowledge  of  modern  penological  practice ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Inspector  of  Prisons;  Parole  Secretary  (Federal  Prisons). 
To:  Superintendent  of  Federal  Prisons. 

Compensation  for  Class 

Annual:  $3600  v 


Title  of  Class  : 

SUPERINTENDENT  OF  FEDERAL  PRISONS 

Specifications  of  Class  4^^ 

Dotaes: 

To  be  responsible  to  the  Attorney  General  for  formulating  policies  for,  and 
administering  the  Federal  prisons ;  to  oversee  the  custody  of  Federal  prisoner* 
in  State  and  Federal  penitentiaries,  reform  schools  and  county  jails;  to  super- 
vise the  construction  work  in  progress  at  United  States  penal  institutions ;  to 
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serve  as  president  of  boards  of  parole  for  the  Federal  penitentiaries  and  for 
Federal  prisoners  In  each  State  or  county  institution  ua^  for  the  cooflnement 
of  United  States  prisoners;  and  to  perform  other  related  work. 

QuaUfications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  as  an  officer  in  penal  institntioiia,  of  wfaidi  at 
least  two  shall  have  been  in  responsible  administrative  positions;  thoroagh 
knowledge  of  modern  penological  practice;  administrative  ability  and  good 
judgment. 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent  of  Federal  Prisons. 

Compensation  for  Class 
Annual:  $4800 

GUARDING. 


TnuB  OF  Glass  : 

JUNIOR  GUARD  (DETENTION  OR  REFORMATORY) 

Specifications  of  Class  4211 

Duties:  ^^ 

To  be  responsible,  under  supervision,  for  the  custody,  work,  and  treatment  of 
such  of  the  inmates,  and  for  the  care  and  preservation  of  such  property  of  an 
institution  of  detention  or  reform,  as  may  be  placed  in  his  charge  during  a 
designated  period  or  watch;  to  exercise  limited  supervision  over  under-em- 
ployees  when  required ;  to  maintain  discipline  and  orderly  conduct ;  to  prevent 
escapes  of  inmates,  fire,  theft,  and  riots ;  to  supervise  visits ;  to  assist  in  the 
receiving,  transferring,  or  discharging  of  inmates ;  and  to  perform  related  work 
as  required. 

Qualifications: 

Ability  to  read  and  write ;  firmness,  strength,  and  agility. 

Principal  Lines  of  Promotion 

To:  Senior  Guard  (Detention  or  Reformatory). 

Compensation  for  Class 

Annual:  $1880-|1440-$1600 


TnxB  OF  Glass  : 

SENIOR  GUARD  (DETENTION  OR  REFORMATORY) 

Specifications  of  Class  A^l) 

Duties:  ^^ 

To  be  responsible,  under  supervision,  for  the  assignment  and  performance  of 
guard  duty  at  an  institution  of  detention  and  reform,  such  as  the  workhouse, 
reformatory,  or  Jail  of  the  District  of  Columbia ;  to  make  periodic  inspections 
of  dormitories  or  quarters ;  to  maintain  discipline  and  orderly  conduct  and  pre- 
vent escapes;  and  to  perform  related  work  as  required. 

Examples :  Receiving,  transferring,  and  discharging  inmates ;  having  charge 
of  Inmates  working  in  prison  offices  and  shops ;  acting  as  Captain  of  the  Watch ; 
receiving  and  censoring  mail ;  preparing  routine  and  emergency  reports. 

Qualifications: 

Common  school  education ;  not  less  than  two  years'  experience  in  penal  or  cor- 
rectional institution  vrork;  ability  to  manage  men;  firmness,  strength,  and 
agiUty. 
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Prindpsl  Lines  of  Promotloii 

From:  Junior  Guard  (Detention  or  Reformatory). 
To:  Head  Guard  (Detention  or  Reformatory). 

Compensation  for  Class 

Annual:  $15e(>-|lQ2(K^680 


Title  or  Ciass: 

HEAD  GUARD  (DETENTION  OR  REFORMATORY) 

Speeiflcations  of  Class  4  O  X 

Duties: 

To  assist,  under  general  direction,  in  the  admlnistratlTe  work  of  an  institu- 
tion of  detention  and  reform,  such  as  the  Workhouse  or  the  Reformatory  of  tiie 
District  of  Columbia ;  to  supervise  the  receiving,  transferring,  or  discharging  of 
inmates,  and  their  guarding  and  care ;  to  be  responsible  for  the  keeping  of  rec- 
ords of  Inmates ;  to  make  inspections  of  buUdings,  grounds,  food,  and  personnel ; 
and  to  perform  other  related  work. 

QuaBllcntions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years^  experience  in  penal  or  correctional  institution  work ;  and 
abilil7  to  manage  men. 

Prindpsl  Lines  of  Promotion 

From:  Senior  Guard  (Detention  or  Reformatory). 

To:  Assistant   Superintendent,   Workhouse — District  of  Columbia;   Assistant 
Superintendent,  Reformatory — ^District  of  Columbia. 

Compensation  for  Class 

Annual:  $18da-|1980^$2100 


Trru  ot  CSlass  : 

MATRON  (DETENTION  OR  REFORMATORY) 

SpecUiaitions  of  Class  432 

Duties:  ^  ^ 

To  be  responsible,  under  the  supervision  of  a  Head  Matron,  for  the  custody 
and  care  of  such  of  the  Inmates  and  for  the  protection  and  cleaning  of  such 
property  as  may  be  placed  in  her  charge,  in  an  institution  of  detention  or 
refonn,  such  as  the  House  of  Detention,  or  a  national  training  school;  and 
to  perform  related  work  as  required. 

Examples:  Receiving  and  examining  inmates  at  entrance;  supervising  and 
instructing  them  in  domestic  and  household  work;  maintaining  discipline  and 
orderly  conduct  and  preventing  escapes;  requisitioning  supplies;  supervising 
visits  to  inmates;  being  responsible  for  the  general  discipline  and  conduct  of 
a  family  of  boys  or  girls  in  one  of  the.  buildings  of  the  national  training 
schools  or  the  industrial  home  schools;  supervising  their  work  and  play; 
mending  their  clothing. 

Qnalifiaitions: 

Common  school  education ;  -  some  previous  experience  in  penal  or  correc- 
tional institution  work;  kindly  disposition;  firmness;  and  good  pliysical  con- 
diti<m. 

Principal  Lines  of  Promotion 

To:  Head   Matron    (Detention   or   Reformatory);   Parole   Officer,   National 
Training  School 

Compensation  for  Class 

Annual:  |114(>-$1200-|12eMl320-|1380 
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Title  of  Glass: 

HEAD  MATRON  (DETENTION  OR  REFORMATORY) 

Specifications  of  Class  4tJO 

Duties: 

Under  direction^  to  be  responsible  for  the  supervision  of  all  domestic  activi- 
ties, and  for  correctional  work  as  assigned,  in  connection  with  an  Institatioo 
of  detention  or  reform,  such  as  the  female  department  of  the  District  of 
Columbia  Workhouse,  the  Industrial  Home  School,  or  a  national  training 
sdiool;  to  supervise  the  work  of  matrons  and  inmates  engaged  in  household 
duties ;  to  give  instruction  in  housekeeping  and  kitchen  work ;  to>  requisition 
supplies  and  keep  ordinary  records ;  and  to  perform  related  work  as  required. 

Examples :  Inspecting  and  directing  laundry,  dining  room,  and  kitchen  work 
and  the  cleaning  of  quarters;  ordering  and  Issuing  clothing,  household,  and 
food  supplies;  arranging  for  the  recreation  of  inmates;  censoring  corres^xmd- 
ence,  maintaining  discipline  and  orderly  conduct  and  preventing  escapes. 

Qnalificfttioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  four  years*  responsible  experience  in  institutional  work;  thoroagfa 
knowledge  of  modem  correctional  methods;  administrative  ability;  kindly 
disposition  and  firmness. 

Principal  Lines  of  Promotion 

From:  Matron  (Detention  or  Reformatory). 

To:  Superintendent,  National  Training  School  for  Oirls. 

Compensation  for  Class 

Annual:  $1440-$150M15eO 

REFORM  SCHOOL  ADMINISTRATION 


Title  of  Class  :  ^ 

SUPERVISOR  OF  BOTS,  INDUSTRIAL  HOME  SCHOOL 

Spedfications  of  dass  4  O  4 

Dntiefl: 

To  be  responsible,  under  supervision,  for  the  general  care  of  the  boys  in  an 
industrial  home  school;  to  supervise  their  study  and  play;  to  train  them  in 
habits  of  industry  and  personal  cleanliness ;  and  to  perform  related  work  as 
required. 

Qnalificntlons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
not  less  than  one  year's  experience  in  charge  of  a  boy's  club,  or  as  a  successfnl 
teacher;  kindly  disposition  and  firmness. 

Principal  Lines  of  Promotion 

From:  Teacher  (Institutional). 

To:  Superintendent,  Industrial  Home  School. 

Compensation  for  Class 

Annual:  n44<M1500-$1560 

Title  of  Class  : 

SUPERINTENDENT,  INDUSTRIAL  HOME  SCHOOL 

Specifications  of  Class  4dt) 

Duties: 

To  be  responsible  to  the  board  of  trustees  of  an  industrial  home  school  (for 
either  white  or  colored  pupils)  for  the  custody  of  delinquent  boys  committed 
to  the  institution;  to  study  methods  of  correctional  guidance  In  their  studies, 
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vocational  Instruction  and  employment;  to  promote  habits  of  indnstry  and 
right  thinking;  to  administer  the  work  of  the  institution  and  exercise  super- 
vision over  inmates,  officers,  employees,  buildings  and  premises,  equipment, 
and  supplies;  to  supervise  the  keeping  of  an  account  of  business  transactions 
and  a  record  of  the  inmates;  to  prepare  reports  and  handle  correspondence; 
and  to  perform  other  related  work. 

Qualilicatioiifl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  administrative  experience  in  a  correctional  institution, 
or  equivalent  experience  in  educational  or  social  work;  some  knowledge  of 
ordinary  account  keeping ;  administrative  ability ;  good  Judgment  and  firmness. 

Principal  Lines  of  Promotion 

Prom:  Teacher  (Institutional) ;  Supervisor  of  Boys,  Industrial  Home  School 

Compensation  for  Class 

Annual:  $1800^1800-11920-11960 


Title  or  Class  : 

SUPERINTENDENT,  NATIONAL  TRAINING  SCHOOL  FOR  GIRLS 

Speciliaitions  of  Cfaws  4  3  G 

Duties: 

To  be  responsible  to  the  Board  of  Trustees  of  the  National  Training  School 
for  Girls  for  the  administration  of  the  school,  the  supervision  of  its  teachers, 
officers,  and  employees,  and  the  custody  and  training  of  the  girls ;  to  be  rspon* 
.sible  for  .the  care  of  buildings  and  equipment  and  for  the  purchase  of  supplies ; 
to  supervise  the  keeping  of  records  of  financial  transactions;  to  supervise  and 
direct  the  work  of  parole  officers;  to  report  to  the  board  the  number  of  in- 
mates, the  general  condition  of  the  school,  and  other  data;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  four  years'  experience  as  an  officer  in  a  correctional  institution,  or 
equivalent  ecperience  in  educational  or  social  work;  administrative  ability; 
good  judgment  and  firmness. 

Piindpal  Lines  of  Promotion 

From :  Parole  Officer,  National  Training  School  for  Girls ;  Head  Matron  (Deten- 
tion or  Reformatory). 

Compensation  for  Class 
Annual:  $180O^186O-¥1920-419d0 


Title  of  Clabb  : 

SECOND  OFFICER,  NATIONAL  TRAINING  SCHOOL  FOR  BOTS 

Specifications  of  Class  4^7 

Duties:  ^^ 

Under  direction,  to  assist  a  first  officer  in  the  care  and  management  of  a 
family  of  boys  in  one  of  the  buildings  of  the  National  Training  School  for 
Boys;  to  cooperate  with  him  in  the  supervision  of  their  study  and  work;  to 
be  responsible  for  the  safety  and  care  of  the  furniture,  books,  and  other  prop- 
erty pertaining  to  the  buildin;;;  to  guard  against  escapes  and  maintain  the 
rules  and  discipline  of  the  institution ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  in  penal  or  correctional  Institution  work; 
supervi^ry  ability;  kindly  disposition,  good  judgment  and  firmness. 
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Principal  Lines  of  Promotion 

To :  First  Officer,  National  Training  School  for  Boys ;  Parole  Officer,  National 
Training  School. 

Compensation  for  Class 
Annual:  n440-$150(>-$1660-$1620 


Title  of  Class  : 

PAROLE  OFFICER,  NATIONAL  TRAINING  SCHOOL 

Spedllcations  of  dmm  438 

Duties: 

Under  the  general  direction  of  the  Superintendent  of  a  National  Training 
School,  before  recommending  the  discharge  of  boys  or  girls  on  parole,  to  Tlsit 
the  homes  to  which  they  are  to  be  returned,  to  see  that  the  home  influences 
are  proper;  to  visit  the  children  during  their  parole;  and  to  perform  related 
work  as  required. 

Qoaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  in  institutional,  probation,  or  other  sodal 
work  of  similar  character ;  firmness,  good  Judgmait,  and  tact 

Principal  lines  of  Promotion 

From:  Second  Officer,  National  Training  School  for  Boys;  Matron  (Detention 
or  Reformatory). 

To:  Assistant  Superintendent,  National  Training  School  for  Boys;  Superin- 
tendent, National  Training  School  for  Glrla 

Compensation  for  Class 

Annual:  $160a-$1660-$1620 

Title  of  Class  : 

FIRST  OFFICER,  NATIONAL  TRAINING  SCHOOL  FOR  BOTS 

SpeeillcationB  of  Class  4  O  t  ^ 

Duties: 

Under  the  direction  of  the  Superintendent  of  the  National  Training  School 
for  Boys,  to  be  responsible  for  the  general  discipline  and  conduct  of  a  ftimily 
of  boys  in  one  of  the  buildings  of  the  institution ;  to  supervise  their  study  and 
work ;  to  make  a  dally  record  of  the  conduct  of  each  boy ;  to  be  responsible  for 
the  safety  and  care  of  the  furniture,  books,  and  other  property  pertaining  to 
the  building ;  to  requisition  supplies ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  responsible  experience  In  penal  or  correctional  institution 
work;  proven  supervisory  ability;  kindly  disposition,  firmness,  and  good 
Judgment. 

Principal  Lines  of  Promotion 

From :  Second  Officer,  National  Training  School  for  Boys. 

To:  Assistant  Superintendent,  National  Training  School  for  Boys. 

Compensation  for  Class 

Annual:  $144O-¥1500-$1560 


Tttlb  of  Class  : 

ASSISTANT    SUPERINTENDENT,    NATIONAL  TRAINING    SCHOOL 
FOR  BOYS  M... 

Specifications  of  Class  44 U 

Duties: 

To  assist  the  Superintendent  of  the  National  Training  School  for  Boys  in  the 
administration  of  the  school,  in  the  supervision  of  its  officers  and  employees, 
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aDd  In  the  custody  and  training  of  the  Inmates;  to  have  charge  of  the  boys' 
and  officers'  dining  room ;  to  be  responsible  for  detailing  the  boys  to  their  em- 
ployments; to  act  for  the  superintendent  in  his  absence;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  as  an  officer  in  a  similar  institution;  ad- 
ministrative ability ;  tact,  good  Judgment,  and  firmness. 

Principal  Lines  of  Promotion 

From:  Parole  Officer,  National  Training  School  for  Boys;  First  Officer,  Na- 
tional Training  School  for  Boys. 
To:  Superintendent,  National  Training  School  for  Boys. 

Compensation  for  Clasa 

Annual:  9204O-|2100^2160 


Trnjs  OF  Glass  : 

SUPERINTENDENT,  NATIONAL  TRAINING  SCHOOL  FOR  HOTS 

Specifications  of  Claaa  4  4 1 

Dntiea: 

To  be  responsible  to  the  Board  of  Trustees  of  the  National  Training  School 
for  Boys  for  the  administration  of  the  school,  the  supervision  of  its  officers  and 
employees,  and  the  custody  and  training  of  the  boys ;  to  be  responsible  for  the 
care  of  buildings  and  equipment  and  for  the  purchase  of  supplies ;  to  supervise 
the  keeping  of  records  of  financial  transactions ;  to  report  monthly  to  the  board 
the  number  of  inmates,  the  general  condition  of  the  school,  and  other  data ;  and 
to  perform  other  related  work. 

QnaHficatiims: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  as  an  officer  in  a  correctional  institution  or 
equivalent  experience  in  educational  or  social  work;  some  knowledge  of  ordi- 
nary account  keeping ;  administrative  ability ;  good  Judgment  and  firmness. 

Principal  Lines  of  Promotion 

■ 

From :  Assistant  Superintendent,  National  Training  School  for  Boys. 

Compensation  for  Class 

Annual:  $3300 

WORKHOUSE  AND  REFORMATORY  ADMINISTRATION 


Title  of  Class: 

ASSISTANT  SUPERINTENDENT,  WORKHOUSE— DISTRICT   OF   CO* 
LUHBIA 

Spocilications  of  Class  44':^ 

Duties:  ^ 

Under  direction,  to  supervise  the  work  of  the  inmates  committed  to  the  Work- 
house at  Occoquan,  Va.,  to  supervise  the  development  and  improvement  of  the 
land,  and  other  improvement  and  maintenance  work;  to  assist  the  Superin- 
tendent, Workhouse  and  Reformatory,  in  the  administration  of  the  Workhouse, 
and  to  act  for  him  in  his  absence;  to  purchase  supplies  and  supervise  the 
accounting  and  expenditures  for  the  Workhouse  at  Occoquan  and  the  Reforma- 
tory at  Lorton ;  and  to  i)erform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  responsible  experience  in  a  penal  institution ;  knowledge 
of  ordinary  account  keeping ;  administrative  ability ;  good  Judgment  and  firm- 
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Principal  Lines  of  Promotion 

From:  Head  Guard  (Detention  or  Reformatory). 

To :  Superintendent,  Workhouse  and  Reformatory — District  of  Ck)lumbla. 

Compensation  for  Class 
Annual:  $9000 


Title  of  Class  : 

ASSISTANT    SUPERINTENDENT,    REFORMATORY— DISTRICT    OF 
COLUMBIA 

Specifications  of  Class  440 

Duties: 

Under  direction,  to  supervise  the  worlc  of  the  inmates  committed  to  tlie 
Reformatory  at  Lorton,  Va.,  to  be  responsible  for  the  general  welfare  and 
safety  of  the  inmates;  to  superintend  the  improyemeot  and  maintenance  e( 
buildings  and  grounds;  to  assist  the  Superintendent  of  the  Workhouse  and 
Reformatory,  in  the  administration  of  the  Reformatory  and  to  act  for  him  In 
his  absence ;  and  to  perform  related  work  as  required. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  three  years'  responsible  experience  in  a  penal  or  correctional  institu- 
tion; knowledge  of  ordinary  account  keeping;  administrative  ability;  good 
Judgment  and  firmness. 

Principal  Lines  of  Promotion 

From:  Head  Guard  (Detention  and  Reformatory). 
To:  Superintendent,  Workhouse  and  Reformatory. 

Compensation  for  Class 
Annual:  $3000 


Title  of  Glass  : 

SUPERINTENDENT,  WORKHOUSE  AND  REFORMATORY— DISTRICT 
OF  COLUMBIA 

Specifications  of  Class  444 

Duties: 

To  be  responsible  to  the  Commissioners  of  the  District  of  Columbia  for  the 
administration  of  the  Workhouse  at  Occoquan,  Va.,  and  the  Reformatory  at 
Ix)rton,  Va.,  and  for  the  care  and  custody  of  men  and  women  inmates  in  these 
institutions ;  to  supervise  the  work  of  the  inmates  on  the  various  projects  of 
the  institutions,  such  as  the  construction  of  buildings  and  roads  and  tiie 
operation  of  a  brick  plant  and  stone  quarry,  and  of  dairy,  hog,  chicken,  and 
fruit  farms;  to  be  responsible  for  the  financial  transactions  of  the  instltutiflos; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  g^raduation  from  high  sdiool; 
not  less  than  three  years*  responsible  experience  as  an  officer  in  a  penal  instito* 
tion:  thorough  knowledge  of  modem  penological  practice;  adndnistrative 
ability;  good  Judgment  and  firmness. 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent,  Workhouse — District  of  Columbia;  Assistant 
Superintendent,  Reformatory — District  of  Columbia. 

Compensation  for  Class 

Annnal:  $4000 


17.  THE  DOMESTIC  SERVICE 

^  if  JS"  ^  ^o 

Tim  service  inrludes  cJa^ites  of  posit iaiMt  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  preparing  and  serving  food,  in  laundering,  or  other 
%oork  incident  to  the  domestic  needs  and  comfort  of  persons  in  the  employ,  the 
care,  or  the  custody  of  the  Ooremment, 

HOTBL  BlANAOBM INT : 

Awiatant  Ho«m  lIuMcar.  G«r«naMnt  H«teb 
Hmm  Mmmmtw,  Qtiwwmmmakt  H«ltb 
8«v«rlnteiid«iit  of  HaHs,  CSortnuBCiit  H«l«la 
AMbtant  Gananl  lluuicar,  G«T«nawAt  Hotda 
G«n«ral  Maiuig«r,  GoTonuBcnt  H«tda 


AMistaBt  8BV«rfaiteBd«Bt  •#  Faad  8«nrk«»  G«t«nim«Bt  H«tdi 
Biip«rlatniideBt  •#  Faad  flarrfct*  G«r«mm«nt  H«l«la 

HousB  Attbndancs — White  Hocsb  : 
Footman,  White  Hoaae 
Uahor.  White  Hoaso 
CUof  Uihor,  White  H< 

■ 

HonscKESFiNO : 


Kitchen  and  Dining-Room  Wobr  : 
KitehoB  Holpor 
AaaiatoBt  Cook 
Cook 
Cbaf 


Aariatant  Baker 

Baker 

Head  Bainr 

Moat  Catter 
Head  Meat  Ctrtter 

Waiter 
Head  Waiter 

IjACndbt  Wobk: 
Dry  deuMT 


Lamdry  Machlae  Operator 
Waalier  and  Storeker 
Lavndry  Maifcor  and  Aaaorter 
Head  Laandry  Oporater 
Sttperintendent  of  Lanndry 
Lanndry  Saporrieor 

Raff  Waslier'a  Holpor 

Raff  WaalMT 

Aaaletant  Forenuin  Raff  WaalMr 


Sewing 


Head  Seamatreoa 

'>THBB  Classes  in  the  Domestic  Sebyicb: 
Matron,  St.  EiteaboIlM  Hoq^ltai 
Saporlnteadont,  Soldlora'  and  Ballon'  Homo 
CMtodian,  Wlilte  Homo 
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HOTEL  MANAGEMENT 


Titij:  of  Glass  : 

ASSISTANT  HOUSE  MANAGER,  GOVERNMENT  HOTELS 

Spedlications  of  Class  445 

Duties: 

Under  the  immediate  supervision  of  a  House  Manager,  to  assist  in  the  man- 
agement of  one  of  the  dormitories  of  the  Government  hotels  for  Federal  womeo 
employees ;  and  to  perform  related  work  as  required. 

Examples :  Assisting  in  the  inspection  and  in  the  supervision  of  the  cleaning 
of  building;  nursing  the  sick  and  giving  flrst-ald  treatment  when  necessary; 
supervising  the  issue  and  collection  of  bed  linen  and  towels;  recommending 
improvements  and  repairs;  assisting  in  the  supervision  of  house  social  fun^ 
tions ;  acting  as  a  House  Manager  in  his  absence. 

Qnaliflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years*  responsible  exi)erience  as  a  housekeeper  or  matron  in 
institutional  work;  good  Judgment  of  human  nature,  tact,  and  supervisoiy 
ability. 

Principal  Lines  of  Promotion 

To:  House  Manager,  Government  Hotels. 

Compensation  for  Class 
Annual:  $1320 


TiTLB  OF  Glass  : 

HOUSE  MANAGER,  GOVERNMENT  HOTELS 

Specifications  of  Clafls  44b 

Duties: 

Under  general  supervision,  to  be  responsible  for  the  management  of  one  of  the 
dormitories  of  the  Government  hotels  for  Federal  women  employees ;  to  super- 
vise the  work  of  all  employees  engaged  in  keeping  records  of  guests  and 
employees,  the  handling  of  baggage  or  other  personal  property,  and  the  clean- 
ing and  care  of  the  building ;  to  mingle  with  and  advise  guests  in  matters  per- 
taining to  their  mental,  physical,  and  moral  welfare;  to  arrange  and  chaperon 
house  social  functions ;  to  minister  to  the  comfort  of  sick  guests  and  employee^; 
to  requisition,  inspect,  and  keep  account  of  cleaning  supplies  and  bed  linen, 
blankets,  and  other  furnishings ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  g^raduatlon  from  high  school;  at 
least  one  year's  experience  as  an  Assistant  House  Manager,  or  not  less  than 
^  three  years'  responsible  experience  as  a  housekeeper  or  matron  in  institutional 
*  work ;  good  Judgment  of  human  nature,  tact,  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :   Assistant  House  Manager,  Government  Hotels. 
To :   Superintendent  of  Halls,  Government  Hotels. 

Compensation  for  Class 

Annual:  |1860 


Title  of  Class  : 

SUPERINTENDENT  OF  HALLS,  GOVERNMENT  HOTELS 

Specifications  of  ChuM  447 

Duties:  ^^ 

Under  supervision,  to  be  responsible  for  the  managonent,  maintenance,  and 
operation  of  the  dormitories  of  the  Government  hotels  for  Federal  women 
employees;  to  direct  the  work  performed  by  House  Managers  and  assistants; 
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to  recommend  improvements;  to  keep  records  of  personnel  and  material;  to 
make  reports;  to  purchase  household  supplies;  to  make  Inspections;  and  to 
perform  other .  related  work. 

QwUificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  managerial  experience  in  a  Federal  institution,  or  at 
least  three  years*  experience  in  the  management  of  similar  hotels  or  institu- 
tions; and  supervisory  ability  of  high  order. 

PriBcipal  Lines  of  Promotioii 

Prom:  House  Manager,  Government  Hotels. 

To :  €}eneral  Manager,  Government  Hotels ;  Assistant  General  Manager,  Govern- 
ment Hotels. 

CompeiiBation  for  Clan 
Annual:  92S20 

Tnxs  OF  Glass: 

ASSISTANT  GENERAL  MANAGER,  GOVERNMENT  HOTELS 

SpMillaitioiui  of  Clus  448 

Duties: 

To  be  responsible  for  general  supervision  of  specified  divisions  of  the  €k)v- 
emment  hotels;  to  share  with  the  General  Manager  the  daily  administration 
of  the  hotels,  and  to  act  for  him  during  his  absence;  and  to  perform  other 
related  work. 

QuaHllcatioiis: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  business  administra- 
tion ;  not  less  than  two  years*  managerial  experi^ice  in  a  Federal  institution, 
or  at  least  three  years'  experience  in  the  management  of  public  or  private 
institutions ;  and  executive  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From:  Superintendent  of  Halis,  Government  Hotels;  Superintendent  of  Food 

Service,  Government  Hotels. 
To:  General  Manager,  Government  Hotels. 

Compensation  for  Class 

Annual:  fSOOO 

Title  of  Oiass: 

GENERAL  MANAGER,  GOVERNMENT  HOTELS 

Specillcations  of  Class  4  4  1< 

Duties: 

To  be  responsible  for  the  coordination  and  efficient  functioning  of  the  or- 
ganized divisions  of  the  Government  hotels ;  to  hold  staff  conferences ;  to  make 
monthly  reports  of  progress  and  generally  to  be  responsible  for  initiating  new 
policies  effecting  economics  and  increasing  the  efficiency  of  the  units  of  organi- 
zation; and  to  perform  other  related  work. 

Qnalillaitions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  business  administra- 
tion ;  not  less  than  three  years'  managerial  experience  in  a  Federal  institution, 
or  at  least  five  years'  experience  in  the  management  of  public  or  private  instltu- 
tlons ;  and  administrative  ability  of  a  high  order. 

Principal  Lines  of  Promotitm 

From:  Assistant  General  Manager,  Government  Hotels;  Superintendent  of 
Halls,  Government  Hotels;  Superintendent  of  Food  Service.  Government 
Hotels. 

Compensation  for  Clus 

Annual:  94000 
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Title  of  Clabb  : 

ASSISTANT  SUPERINTENDENT  OF  FOOD  SERVICE,  GOVERNMENT 
HOTELS 

Specifications  of  Class  4 1)  U 

Duties: 

Under  supervision,  to  assist  the  Superintendent  of  Food  Service  in  the 
management,  maintenance,  and  operation  of  tlie  restaurants  of  the  Government 
hotels,  and  in  the  purchase  of  foods,  dishes,  silver,  linens,  and  equipment  for 
dining  rooms,  kitchens,  storerooms,  and  the  food  storage  plant ;  to  act  for  the 
Superintendent  of  Food  Service  in  his  absence;  and  to  perform  related  work 
as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation '  from  a  school  of 
domestic  science;  not  less  than  three  years'  responsible  experience  in  super- 
vising cooking  in  a  large  hotel  or  institution;  knowledge  of  ordinary  account 
keeping ;  supervisory  ability  and  good  health. 

Prineipal  Lines  of  Promotion 

From:  Steward. 

To :  Superintendent  of  Food  Service,  Government  Hotels. 

Compensation  for  Class 
Annual:  $2520 

Tftle  of  Ciass  : 

SUPERINTENDENT  OF  FOOD  SERVICE,  GOVERNMENT  HOTELS 

Specifications  of  Clasa  451 

Duties: 

Under  direction,  to  be  responsible,  In  the  Government  hotels,  for  the  manage- 
ment, maintenance,  and  operation  of  restaurants,  and  the  purchasing  of  foods, 
dishes,  silver,  linens,  and  equipment  for  kitchens,  dining  rooms,  helps'  rest 
rooms,  storerooms,  and  the  food  storage  plant ;  to  direct  menu  making  and  its 
relation  to  the  health  of  the  guests;  to  supervise  the  kitchens,  the  bakery, 
dining  rooms,  storerooms,  and  their  cleaning,  the  cartage  of  refuse,  and  the 
transportation  of  foodstuffs;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  at 
least  two  years'  managerial  experience  in  a  Federal  institution,  or  not  less  than 
three  years'  experience  in  the  management  of  similar  hotels  or  institutions; 
and  supervisory  ability  of  a  high  order. 


Principal  Lanes  of  Promotion 

From :  Assistant  Superintendent  of  Food  Service,  Government  Hotels ;  "Steward. 
To:  General  Manager,  Government  Hotels;  Assistant  General  Manager,  Gov- 
ernment Hotels. 

Compensation  for  Class 

Annual:  92760 

HOUSE  ATTENDANCE— WHITE  HOUSE 


Title  of  Class  : 

FOOTMAN,  WHITE  HOUSE 

Specifications  of  Class  dfik 

Duties:  -rt^^ 

Under  immediate  supervision,  to  accompany  White  House  automobiles;  to 
assist  in  the  transportation  or  transfer  of  baggage ;  and  to  perform  work  in- 
cident to  the  comfort  of  the  President,  his  family,  and  his  guests,  as  required. 

Examples:  Assisting  passengers  in  and  out  of  automobiles;  caring  for  bag- 
gage; cleaning  and  washing  automobiles. 
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Qualillcatiaiis: 

CkHomoa  achool  education;  not  less  than  two  years'  experience  as  a  family 
footman ;  courtesy,  good  address,  and  physical  stroigth. 

CompenaatitMi  for  Clan 

•     •     • 


Title  of  Glass: 

USHER,  WHITE  HOUSE 

Specifications  of  CUuw  4  !)  f ) 

Duties:  TfJfM 

Under  immediate  supervision,  to  assist  as  an  usher  in  connection  with  the 
official,  social,  or  personal  activities  of  the  Presidential  family,  and  in  the  safe- 
guarding of  the  White  House  and  its  occupants;  and  to  perform  related  woric 
as  required. 

Qualifications:  ' 

Common  school  education ;  not  lees  than  one  year*s  experience  in  domestic  or 
clerical  work  of  the  White  House,  or  its  equlvalait  in  character  and  standard ; 
some  supervisory  ability ;  tact,  courtesy,  and  good  address. 

Principal  Lines  of  Promotion 

To:  Chief  Usher,  White  House. 

Compensation  for  Class 


454 


Title  of  Class: 

CHIEF  USHER,  WHITE  HOUSE 

Specifications  of  Cla^s 
DiitieB: 

Under  supervision,  to  supervise  the  woric  of  Ushers  and  other  assistants  in 
connectlQn  with  the  official,  social,  or  personal  activities  of  the  Presidential 
family;  when  necessary,  to  have  secondary  supervision  over  doormen,  me- 
chanics, florists,  guards,  and  messengers;  to  assist  in  the  proper  safeguarding 
of  the  White  House  and  its  occupants ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  tiian  two  years*  experience  as  Usher  in  the  White  House,  or  its  equival^it 
in  character  and  standard;  supervisory  ability;  tact,  courtesy,  and  good  ad- 
dress. 

Piiadpol  Lines  of  Promotion 

From :  Usher,  White  House. 

Compensation  for  Class 


HOUSEKEEPING 


Title  or  Class  : 

CHAMBERMAID 

Spodficationa  of  Claaa  Sr^l^ 

Duties:  ^^*' 

Under  immediate  supervision,  in  an  institution  or  in  the  Government  hotels, 
to  clean  living  rooms,  bedrooms*  bathrooms,  and  halls,  and  other  premises; 
and  to  perform  related  work  as  required. 

164919— 20— FT  2 ^15 
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Examples:  Sweeping  and  scrubbing  floors;  washing  windows  and  woodwork; 
dusting  fnmitnre;  cleaning  and  polishing  metal  utensils  and  fixtures;  making 
beds ;  changing  linen ;  emptying  waste  baskets ;  disinfecting  rooms  and  furnish- 
ings ;  cleaning  and  laying  floor  coverings ;  cleaning  and  filling  water  coolers. 

Qualifications: 

Preferably  ability  to  read  and  write;  some  experience  in  housekeeping;  and 
physical  strength. 

Compensation  for  Class 

Annual:  $1020 

Title  of  Class: 
HOUSEKEEPER 

Specifications  of  Ckss  456 

Duties: 

Under  general  supervision,  to  supervise  or  to  perform  general  houseke^lng 
work  in  the  care  and  maintenance  of  living  quarters  in  a  house,  dormitory, 
or  a  small  group  of  such  buildings  connected  with  an  institution;  to  be  re- 
sponsible for  the  preparation  of  food,  for  laundry  work,  and  for  the  deanlng 
of  quarters  and  furnishings ;  to  requisition  and  issue  food  and  household  sup- 
plies ;  and  to  perform  related  work  as  required. 

Ehcamples:  Supervising  or  performing  such  work  as  scrubbing  floors,  wash- 
ing windows  and  woodwork,  dusting  furniture,  cleaning  and  laying  floor  cov- 
erings, making  beds,  changing  linen,  washing  and  mending  clothing  and  honse 
linen,  ordering,  cooking,  and  serving  food;  cleaning  tableware  and  kitchen 
utensils. 

Qualifications: 

Common  school  education;  not  less  t)ian  two  years'  experience  and  proven 
ability  as  a  housekeeper;  knowledge  of  cooking;  reliability;  Uadliness,  and 
good  health. 

Principal  Linte  of  Promotion 
To:  Matron. 

CompeiuMition  for  Clasa 

Annual :  $1020-$1080 

Tttlb  of  Class: 
MATRON 

Sffocifications  of  Class  457 

Duties: 

Under  general  supervision,  to  be  responsible  for  the  domestic  affairs  of  an 
institution  of  relatively  smaller  size,  such  as  the  Tuberculosis  Hospital,  or  the 
Home  for  the  Aged  and  Infirm ;  to  supervise  the  care,  cleaning,  and  sanitation 
of  living,  sleeping,  eating,  and  working  quarters;  to  requisition  and  supervise 
the  inspection  and  issue  of  food,  clothing,  and  household  supplier;  to  supervise 
and  instruct  employees,  patients,  or  inmates  in  the  preparation  and  serving  of 
meals  and  special  diets ;  to  enforce  institutional  regulations  in  the  preservation 
of  order;  to  keep  records;  to  make  reports;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  five  years*  responsible  experience  in  institutional  work;  supervisory 
ability;  kindliness,  tact,  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Housekeeper. 

Compensation  for  Class 

Annual:  $1140^1200-$1200-^1320-$1380 
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KITCHEN  AND  DINING-ROOM  WORK 


Tmjs  OF  Class  : 
KITCHEN  HELPER 

Specificatimis  of  Class  40o 

Dsties: 

Under  immediate  supervision,  to  perform  ordinary  culinary  work  in  a  kitchen 
of  an  institution,  of  the  Government  Hotels,  or  of  a  department ;  and  to  perform 
related  work  as  required. 

Examples:  Washing  and  drying  dishes;  cleaning  and  polishing  metal  uten- 
sils, cutlery,  and  silverware;  scrubbing  floors;  washing  windows  and  wood- 
work; assistirg  in  the  preparation  of  vegetables  and  other  food  for  cooking; 
serving  meals  in  dining  rooms,  dormitories,  and  wards. 

Qaaiiflcatkms: 

Preferably  some  experience  in  kitchen  work ;  good  health  and  cleanliness. 

Prineilial  Lmes  of  Promotion 

To:  Assistant  Cook:  Waiter. 

Conpenaatioii  for  Class 

Annual:  $1020 

Timor  Class: 

ASSISTANT  COOK  j^  r  q 

Spcdllcatioiis  of  Class 
Duties: 

Under  immediate  supervision,  in  a  kitchen  of  an  institution,  of  tlie  Govern- 
ment Hotels,  or  of  a  department,  to  assist  in  the  preparation  and  cooking  of 
food;  to  direct  and  work  with  employees,  patients,  or  inmates  engaged  in  the 
care  and  preparation  of  food  for  cooking,  and  in  the  cleaning  of  the  kitchen 
und  its  equipment ;  in  the  absence  of  the  Cook,  to  prepare  and  serve  food ;  and 
to  perform  related  work  as  required. 

Examples :  Receiving  and  placing  perishable  food  In  cold  storage ;  paring  and 
slicing  vegetables;  preparing  coffee  and  tea;  transferring  food  from  cooking 
utensils  to  dishes;  cleaning  ranges,  tables,  kitchen  utensils,  and  other  equip- 
ment ;  directing  others  in  the  perfornmnce  of  this  work. 

Qualiftcatloiis: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  as  a  Kitchen 
Helper,  or  at  least  two  years'  experience  in  general  kitchen  work;  good 
physical  condition  and  cleanliness. 


Principal  Lines  of  Promotion 


From:  Kitchen  Helper. 
To:  Cook. 


Compensation  for  Class 

Annual:  |106O-|U40 

Tttlk  of  Class  : 
COOK 

Spedllcations  of  Class  4^)0 

Dnties: 

Under  supervision,  in  a  large  kitchen  of  an  institution,  of  the  Government 
Hotels,  or  of  a  department,  to  prepare  and  cook  food,  or,  under  general  direction, 
to  have  entire  charge  of  the  kitchen  and  bakery  service  for  a  small  number  of 
persons  in  an  institution,  on  a  private  car,  or  on  a  dredge  or  other  small  craft ; 
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to  requisition,  inspect,  and  expend  food  and  kitchen  supplies;  to  supervise  flar^ 
ployees,  patients,  or  inmates  assisUng  in  the  preparation  of  food,  and  in  the 
cleaning  of  the  kitchen  and  its  equipment;  to  keep  records  and  make  roporti; 
and  to  perform  related  work  as  required. 

Qualifications: 

Ability  to  read  and  write ;  not  less  than  one  year's  experience  in  cooking  for  a 
hotel  or  an  institution ;  reliability ;  some  supervisory  ability;  good  pbysioal  con- 
dition and  cleanliness. 


Principal  Lines  of  PromotiiHi 


^rom :  Assistant  Cook. 
To :  Chef. 


Compensation  for  Class 

Annual :  $1200-|12e(>-^132M188M1440 


Titus  of  Class  : 
CHEF 

Spcdilaitloiis  of  Clww  4  0 1 

I)uties: 

Under  general  supervision,  to  direct  Cooks  and  assistants  engi^ged  Id  tbe 
))reparatlon  of  food  in  a  large  institutional  kitchen,  or,  under  superviirioor  to 
be  responsible  for  the  entire  kitchen  and  bakery  service  of  a  smaller  institn- 
lion  or  a  departmental  restaurant;  to  supervise  the  care  and  cleaning  of  tiie 
kitchen,  of  utensils,  refrigerators,  and  other  equipment;  to  requisition,  issoe. 
and  keep  account  of  food  and  kitchen  supplies ;  in  a  large  kitchen  organiiBatfoo, 
to  act  as  Steward  in  his  absence ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  at  least  three  years'  responsible  experience  m  a 
Cook  in  the  Federal  service,  or  not  less  than  two  years*  experience  as  a  caok 
in  a  large  hotel  or  an  institution ;  ability  to  keep  ordinary  accounts ; 
visory  ability  and  good  physical  condition. 


From:  Cook. 
To:  Steward. 


Principal  Lines  of  Promotion 


Compensation  for  Claas 

Annual:  $1500-^620^1740-fl860 


Title  of  Class  : 

STEWARD  . 

Specifications  of  Class  T^V  ^ 

Duties: 

Under  supervision,  to  have  entire  charge  of,  and  be  responsible  for,  the 
kitchen,  bakery  and  dining  room  services  of  a  large  Federal  institution;  to 
supervise  employees  in  cooking  and  serving  food,  and  in  caring  for  and  keeping 
in  a  sanitary  condition  the  kitchen,  dining  room,  and  bakery,  together  with 
their  equipment;  to  requisition,  inspect,  and  issue  food,  supplies,  and  equip- 
ment; to  prepare  menus;  to  keep  records  and  accounts;  to  make  inventories 
and  reports ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  school  of 
domestic  science;  not  less  thnn  two  years'  experience  In  supervising  cooking 
in  a  hotel  or  an  institution;  .oome  knowledge  of  keeping  ordinary  accounts; 
supervisory  ability  and  good  liealth. 
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Piineipal  LIbm  of  PfeonotioB 

From:  Chef. 

To:  Assistant  Spperlntendent  of  Food  Service,  Oovernment  Hotels;  Superin- 
tendent of  Food  ServlGe»  Government  Hotels. 

Compenaatliiii  for  Cluo 

Annual :  $ld20^98(M204O-|2100 


Title  of  Class  : 
ASSISTANT  BAKER 

Specillcatioiis  ni  Class  ^fwt 

Duties:  •«  Vi  t^ 

Under  immediate  supervision,  in  an  institution  or  In  the  Government  hotels, 
to  assist  in  preparing  and  baking  bread,  cakes,  and  pastry  and  in  cleaning  and 
caring  for  the  bakery  equipment  and  utensils ;  and  to  perform  related  work  as 
required. 

Qualificatioiis: 

Ability  to  read  and  write;  not  less  thsCh  one  year's  experience  in  general 
bakery  work;  good  physical  condition  and  cleanliness. 

PrineiiMil  Lines  of  Promotion 


Compensation  for  Class 


To:  Baker. 

Annual:  $1000^140 

Title  of  Ci^ss  : 
BAKER 

Specifications  of  Class  4 04 

Duties: 

Tnder  supervision,  in  an  institution  or  in  the  Government  hotels,  to  make 
bread,  cakes,  and  pastry;  to  clean  and  care  for  the  bakery  equipment,  and 
utensils;  and  to  perform  related  work  as  required. 

Qualifientions: 

Ability  to  read  and  write ;  not  less  than  two  years'  baking  experience ;  physi- 
cal strength  and  cleanliness. 

Principal  lines  of  Promotion 

From:  Assistant  Baker. 
To:  Head  Baker. 

Compensation  for  Class 

Annual:  $1200-41320-$! 440-rKm 


Title  of  Class: 
HEAD  BAKER 

Specifications  of  Class  4(>t) 

Duties: 

Under  general  supervision,  to  be  responsible  for  the  maintenance  and  opera- 
tion of  a  bakery  in  the  Government  hotels  or  In  a  large  Institution ;  to  instruct 
and  supervise  employees,  patients,  or  inmates  in  the  baking  of  bread,  cakes, 
and  pastry  and  in  the  care  and  cleaning  of  the  bakery  and  its  equipment;  to 
requisition,  store,  and  expend  bakery  supplies;  to  keep  accounts;  to  make 
reports;   and   to  perform   other   related   work. 

Qualifications: 

Common  school  education;  not  less  than  three  years*  responsible  experience 
in  a  bakery,  preferably  in  a  supervisory  capacity ;  supervisory  ability ;  pliysicail 
strength  and  cleanliness. 
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Principal  Lines  of  Promotion 

Prom:  Baker. 

Compensation  for  Class 

Annual:  $162041740^1860 

Title  of  Class: 
MEAT  CUTTER 

Specifications  of  Class  466 

Duties: 

Under  immediate  supervision,  in  an  institution  or  in  the  Government  hotels, 
to  cut  and  prepare  meats,  fish,  and  fowl  for  cooking ;  to  assist  in  receiving,  in- 
specting, and  storing  such  supplies;  to  clean  and  keep  in  a  sanitary  condition, 
tools,  refrigerators,  and  other  equipment;  and  to  perform  related  work  as 
required. 

Qualifications: 

Ability  to  read  and  write ;  not  less  than  one  year's  practical  experience  as  a 
butcher  or  as  a  meat  cutter ;  physical  strength  and  cleanliness. 

Principal  Lines  of  Promotion 

To:  Head  Meat  Cutter. 

Compensation  for  Class 

Annual:  |1060-|1140-|1200 


Tftlb  of  Class  : 

HEAD  MEAT  CUTTER 

Specifications  of  Class  4  U  < 

Duties: 

Under  supervision,  in  an  institution  or  in  the  Government  hotels,  to  iostnict 
and  supervise  employees,  patients,  or  Inmates,  in  the  cutting  and  pr^mration 
of  meats,  fish,  and  fowl  for  cooking;  to  requisition,  inspect,  store,  and  issue 
such  supplies ;  to  be  responsible  for  the  cleaning  and  sanitary  conditions  of  tbe 
meat  shop,  tools,  refrigerators,  and  other  equipment;  to  keep  records  and 
make  reports ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  not  less  than  three  years'  experience  in  butcher- 
ing and  meat  cutting ;  some  knowledge  of  cold  storage  refrigeration ;  saperviaory 
ability  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Meat  Cutter. 

Compensation  for  Class 

Annual:  $1260-$1320-41380^1440-tl500 


Tftle  of  Class  : 

WAITER  A  i*  C: 

Specifications  of  Class  4 1)  O 

Duties: 

UndcKr  Immediate  supervision,  in  an  institution  or  in  the  Government  hotels, 
to  set  tables,  and  take  orders  for  and  serve  food ;  to  clean  and  care  for  table 
linen,  silverware,  and  cutlery ;  and  to  perform  related  work  as  required. 

Examples:  Serving  meals  in  dining  rooms,  wards,  or  dormitories;  removing 
dishes,  silverware,  and  linen  after  meals;  assisting  in  pantry  work:  cteanin? 
dining  room  and  Its  equipment. 
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Qnalificatioiis: 

Some  previous  experience  in  waiting  on  table ;  cleanliness,  courtesy,  and  good 
health. 

Pxiadiial  Lines  of  PromotioB 


From :  Kitchen  Helper. 
To:  Head  Waiter. 

Annual:  $108(> 


Compensation  for  Class 


TtTLE  OF   ClAflS: 

HEAD  WAITER 


Specifications  of  Claas 


401) 


Duties: 

Under  supervision,  to  direct  and  supervise  employees,  patients,  or  inmates 
engaged  in  setting  tables,  taking  orders  for  and  serving  food  in  a  dining  room 
of  an  institution  or  of  the  Government  Hotels,  to  be  responsible  for  the  cleaning 
of  the  dining  room,  its  equipment  and  furnishings ;  and  to  perform  related  work 
as  required. 

QaaMcatioBs: 

Ability  to  read  and  write ;  not  less  than  one  year's  experience  in  waiting  on 
table ;  supervisory  ability ;  courtesy  and  good  health. 


From:  Walter. 


Amraal:  11200-11260 


Principal  Lines  of  Promotion 


Compensation  for  Class 


LAUNDBY  WORK 


Tms  OF  CiAss: 
DRY  CLEANER 


Specifications  of  Class 


470 


Duties: 

Under  Immediate  supervision,  to  be  responsible  for  the  operation  of  an  insti- 
tutional cleaning  and  pressing  plant,  Including  washing,  extracting,  scouring,  and 
pressing  machines ;  to  make  minor  repairs  to  such  machinery ;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common  school  education;  not  less  than  two  years'  experience  in,  and  a 
thorough  knowledge  of,  dry  cleaning  methods  and  the  operation  of  cleaning  ma- 
chinery; and  good  physical  condition. 


Compensation  for  Claas 


Annual :  $126<M182D. 


TmjB  OF  Class 
LAUNDRESS 

Duties: 


Specifications  of  Clasp 


471 


Under  Immediate  supervision,  to  wash,  starch,  dry,  and  iron,  by  hand  or 
by  machine,  articles  of  wearing  apparel,  fine  linens,  laces,  and  hangings,  either 
as  a  family  laundress  or  in  the  performance  of  work  in  an  institutional 
laundry ;  and  to  perform  related  work  as  required. 
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Qoalillcatioiui: 

Not  lees  tban  one  year's  experience  in  hand  laundry  work ;  and  good  physical 
condition. 

Prineipal  Lines  of  Promotioii 

To:  Head  Laundry  Operator. 

Compenaatioii  for  Claas 

Annual:  |1020 

TriTx  OF  Glass  : 

LAUNDRY  IfACHINE  OPERATOR 

Spcdilcations  of  Class  472 

Duties:  ^     ^ 

Und^  Immediate  supervision,  to  operate  laundry  flnlshlng  machines  in  an 
institution,  in  the  Government  hotels,  or  in  a  department;  and  to  perform 
related  work  as  required. 

Examples:  Operating  mangles,  starchers,  extractors,  driers,  presses,  or 
sterilisers;  making  starch;  cleaning,  oiling,  and  making  minor  repairs  to 
madiinery. 

QualillcmtionB: 

Ahility  to  read  and  write;  not  less  than  one  year's  experience  in,  and  a 
thorough  knowledge  of,  the  operation  of  one  or  more  standard  types  of  finish- 
ing machines  used  in  modem  steam  laundries ;  ability  to  prqwre  starch ;  and 
physical  strength. 

Principal  Lines  of  Promotion 

To :  Head  Laundry  Operator. 

Compensation  for  Class 

Annual:  $1020-11080 

Title  of  Class  : 

WASHER  AND  STARCHER 

Spedllcations  of  Class  4  7  f ) 

Duties: 

Under  Immediate  supervision,  to  operate  one  or  more  washing  machines  in 
the  laundry  of  an  Institution,  of  the  Government  hotels,  or  of  a  department; 
and  to  perform  related  work  as  required. 

£ixamples:  Operating  washers,  extractors,  and  sterilisers;  making  soap, 
blueing  and  bleaching  compounds;  cleaning,  oiling,  and  making  minor  repairs 
to  machines. 

Qualifications: 

Ability  to  read  and  write;  not  less  than  two  years'  experience  in,  and  a 
thorough  knowledge  of,  the  operation  of  washers  and  extractors  used  in  mod- 
ern steam  laundries;  ability  to  prepare  various  laundry  compounds;  and 
physical  strength. 

Prineipal  Lines  of  Promotion 

To :  Head  Laundry  Operator. 

Compensation  for  Claas 

Annual:  $114041200 

Tttle  of  Class  : 

LAUNDRY  MARKER  AND  ASSORTER 

Spedflcations  of  Class  4/4 

Duties: 

Under  immediate  supervision,  to  mark,  assort,  and  wrap  laundry  in  an  insti- 
tution, in  the  Qovemment  hotels,  or  in  a  department;  and  to  perform  related 
work  as  required. 
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Examples :  Receiving,  listing,  maridng,  and  ajuorting,  by  grades  of  material, 
such  articles  as  bed  and  table  linen,  towels,  blankets,  chair  covers,  tapestries, 
and  printers*  cloths ;  assorting  finished  laundry  by  marks ;  wrapping. 

Qualiicatioiis: 

Common  school  education;  some  experience  in  laundry  work;  and  physical 
strength. 

Principal  Lines  of  Promotion 

To:  Head  Laundry  Operator. 

Compensation  for  Claas 
Annual :  |10a(>-$1060 

TrruE  ofr  Glass: 

HEAD  LAUNDRY  OPERATOR 

Spoeiicatlons  of  Clww  4  «  «) 

Duties: 

Under  sapervision,  to  direct  and  supervise  the  work  of  a  group  of  employees, 
patients,  or  inmates  engaged  in  the  operation  of  laundry  marines,  such  as 
washers,  starchers,  extractors,  wringers,  dryers,  pressers,  ironers,  or  sterllLiers, 
in  a  large  laundry  of  an  institution  or  of  the  Government  hotels ;  or,  under  gen- 
eral supervision,  to  be  responsible  for  the  operation  and  maintenance  of  a  small 
institutional  or  departmental  laundry;  to  instruct  employees,  patients,  or  in- 
mates In  the  operation  and  repair  of  machines  or  in  hand  work ;  to  requisition 
and  lEBue  supplies;  to  keep  records  of  personnel  and  material;  to  make  re- 
ports ;  and  to  perform  related  work  as  required. 

Qaaliicatlona: 

Common  school  education;  not  less  than  three  year's  experience  In,  and  a 
thorough  knowledge  of,  the  <^)eration  and  maintenance  of  standard  types  of 
machines  used  in  modem  steam  laundries;  knowledge  of  the  preparation  and 
nse  of  laundering   compounds;    supervisory   ability   and   physical   strength. 

Principal  Lines  of  Promotion 

From :  Laundry  Marker  and  Assorter ;  Washer  and  Starcher ;  Laundry  Machine 

Operator;  Laundress. 
To :  Superintendent  of  Laundry. 

Compensation  for  Claas 

Annual:  $1200-$126(>-$18a(>-fl880 


TiTLx  OF  Class  : 
SUPERINTENDENT  OF  LAUNDRY 

Spedflcations  of  Class  4  M5 

Duties: 

Under  general  direction,  to  be  responsible  for  the  operation  and  maintenance 
of  a  large  laundry  in  an  Institution  or  in  the  Government  hotels ;  to  supervise 
and  instruct  employees,  patients,  or  inmates  In  operating  and  making  minor 
repairs  to  machinery,  in  marking,  sorting,  and  mending  work,  and  In  the  mak- 
ing of  washing  solutions;  to  prepare  specifications  for  and  superintend  the 
installation  of  new  equipment;  to  requisition  and  issue  supplies;  to  keep  ac- 
counts of  personnel  and  material ;  to  make  reports ;  and  to  perform  other  reiated 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  responsible  experience  in  the  operation,  maintenance,  and 
management  of  a  completely  equipped  modem  steam  laundry;  knowledge  of 
the  purchase  and  use  of  all  laundry  machinery  and  supplies;  knowledge  of 
dry  cleaning  and  of  the  preparation  of  bleaches,  soaps,  starches,  and  blueing 
and  cleaning  fluids ;  and  supervisory  ability  of  a  high  order. 


284        .    BEGIiASSIFIOATION  GOMIflSSIOK  BEPOBT — ^PABT  U. 

PrindpAl  IJnei  ^  PiomotkMi 

From :  Head  Laundry  Operator. 

Compensation  for  Clam 

Annual:  $1800 

Title  of  Glass  : 
LAUNDRY  SUPERVISOR 

Speeifications  of  Class  4. 7  *i 

Duties:  ^  •   * 

Under  direction,  to  have  supervision  of  the  condition  and  the  operation  of  an 
assigned  number  of  War  Department  laundries ;  to  instruct  the  superintendeots 
of  these  laundries  as  to  prescribed  methods  of  operation ;  to  see  that  fliese  ia- 
structions  are  carried  out ;  to  report  as  to  the  condition  of  the  plants ;  to  act 
in  an  advisory  capacity ;  to  coordinate  laundry  activities  and  Investigate  fa- 
cilities ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  five  years*  experience  as  a  foreman  or  manager  in  a  completely  equipped 
modem  steam  laundry ;  executive  ability  and  good  Judgment. 

Compensation  for  Ckas 

Annual:  $1600 


Tmjs  OF  Glass  : 

RAG  WASHER'S  HELPER 

Spedflcations  of  Class  d7Si 

Duties:  *±  *  O 

Under  immediate  supervision,  to  assist  in  the  routine  work  of  the  rag  washing 
plant  of  the  Bureau  of  Engraving  and  Printing;  and  to  perform  related  work 
as  required. 

Examples :  Assisting  machine  operators ;  cleaning  floors  and  equipment ;  truck- 
ing material  by  hand ;  assorting  and  spreading  rags  for  washing  or  drying. 

Qualifications: 

Preferably  ability  to  read  and  write ;  physical  strength  and  endurance. 

Principal  Lines  of  Promotion 


Compensation  for  Class 


To :  Rag  Washer. 

Hourly :  48^. 

TrrLE  OF  Class  : 
RAG  WASHER 

Specifications  of  Class  4  /  •  ^ 

Duties: 

Under  immediate  supervision,  to  operate  a  machine  in  the  rag  washing  plant 
of  the  Bureau  of  Engraving  and  Printing;  and  to  perform  related  work  as 
required. 

Examples:  Operating  a  special  type  of  rag  washer,  starcher,  roller,  dryer, 
or  motor  truck ;  sewing  and  inspecting  rags ;  making  starch ;  preparing  ink  ex- 
tracting compounds;  cleaning  and  oiling  machinery;  recording  work  delivered 
and  performed;  stretching  and  hanging  rags. 

Qualifications: 

Ability  to  read  and  write;  not  less  than  one  year's  experience  as  a  R^S 
Washer's  Helper;  physical  strength  and  endurance. 
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Priiiel|«1  LiiiM  of  PfmMmt 

From :  Rag  Washer's  Helper. 

To:  Aa<!lstant  Foreman  Rag  Washer. 

Compenflation  for  Class 

Honrly:  47c, 

TiTLB  OF  Class  : 

ASSISTANT  FOREMAN  RAG  WASHER 

Spcdficatioiis  of  Class  4  8  0 

Dntfea:  ^     ^ 

Under  the  supervifdon  of  the  Foreman  Ra^r  Washer,  during  a  designated  shift 
or  watch,  to  he  responsible  for  the  operation  of  the  rag  washing  plant  in  the 
Bureau  of  Engraving  and  Printing;  to  instruct  employees  in  the  operation  of 
machinery  and  in  the  preparation  of  starch  and  of  Ink  extracting  compounds: 
to  assist  the  foreman  in  the  keeping  of  records  of  material  and  personnel  and 
in  the  preparation  of  reports;  and  to  perform  related  work  as  required. 


Common  school  education;  not  less  than  three  years'  experience  as  a  Rag 
Washer ;  superrlsory  ability  and  physical  strength. 

Principal  LiiieB  of  PromotkNi 

From :  Rag  Washer. 

To:  Foreman  Rag  Washer. 

CoapeiiaatkNi  for  dmm 

Honrly:  60c. 


Tttle  of  Class  : 
FOREMAN  RAG  WASHER 

Specifleatloiis  of  Claas  481 

Duties:  -^ 

Under  general  supervision,  to  be  responsible  for  the  operation  and  maintenance 
of  the  rag  washing  plant  in  the  Bureau  of  Engraving  and  Printing ;  to  instruct 
and  supervise  employees  in  the  operation  of  special  washing  machinery  and  in 
the  making  of  starch  and  of  ink  extracting  compounds ;  to  requisition  and  issue 
supplies :  to  keep  records  of  material  and  personnel ;  to  make  reports ;  and  to 
perform  related  work  as  required. 

Qnaliileations: 

Common  school  education;  not  less  than  five  years*  experience  in  the  rag 
washing  plant  of  the  Bureau  of  Engraving  and  Printing ;  supervisory  ability  and 
physical  strength. 

.Principal  Lines  of  Promotion 

From :  Assistant  Foreman  Rag  Washer. 

Compenaation  for  Claas 

Hourly:  70c. 


SEWING 


Title  of  Class  : 
SEAMSTRESS 


Specifications  of  Class  zl  5^  V 

Under  immediate  supervision,  in  an  Institution,  the  Government  Hotels,  or 
In  connection  with  the  work  of  a  department,  to  cut,  make,  or  repair,  by  hand 
or  by  machine,  clothing,  and  house  lin^i ;  and  to  perform  related  work  as  re- 
quired. 
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Examples :  Cutting  out  and  making  by  band  or  by  macbine,  nurses'  unifbnns, 
aprons,  men's  working  clotbes,  night  shirts,  bath  robes,  night  gowns,  and  under- 
wear; cutting  and  hemming  laundry  bags,  pillow  cases,  sheets,  tow^s,  taUe 
cloths,  napkins,  shades,  and  curtains;  repairing  clothing,  table  and  bed  linen, 
mattress  covers,  blankets,  and  carpets ;  assisting  In  the  Instruction  of  patients 
or  inmates. 

Qualifications: 

Ability  to  read  and  write ;  not  less  than  ene  year's  experience  as  a  seamstress; 
and  good  health. 

Principal  Lines  of  Promotion 

To :  Head  Seamstress. 

Compensation  for  Class 

Annnal:  $1020 

TiTU  OF  Class: 
HEAD  SEAMSTRESS 

Specifications  of  Class  48t> 

Duties: 

Under  supervision,  in  an  institution,  the  Government  hotels,  or  in  connec- 
tion with  the  work  of  a  department,  to  direct  the  work  of  employees,  patients, 
or  inmates  engaged  in  the  making  or  repairing  of  such  articles  as  pajamas, 
nightshirts,  bed  clothing,  house  linen,  and  nurses'  uniforms;  to  give  instruc- 
tion in  hand  or  machine  sewing;  to  keep  records  of  material  and  personnel; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education;  not  less  than  two  years*  experience  as  a  seam- 
stress; thorough  knowledge  of  various  kinds  of  sewing  work;  supervisory 
ability  and  good  health. 


From:  Seamstress. 


Annual:  $1200-^260 


Principal  Lines  of  Promotion 


Compensation  for  Class 


OTHER  CLASSES  IN  THE  DOMESTIC  SEKVICE 


TtTLB  OF  Class: 

MATRON,  ST.  ELIZABETH'S  HOSPITAL  *  ^ 

Specifications  of  Class  4  O  4 

Duties: 

Under  general  administrative  direction,  at  the  Government  Hospital  for  the 
Insane,  to  be  responsible  for  the  domestic  activities  of  the  Administration 
Building  and  for  the  supervision  of  officers'  and  employees'  quarters,  dining 
rooms,  and  offices;  to  direct  and  supervise  the  work  of  employees  engaged  in 
the  instruction  and  nonprofessional  care  of  inmates  or  patients,  in  the  care  and 
sanitation  of  living  quarters,  and  in  the  making  or  repair  of  clothing,  house 
linen,  and  furnishings;  to  supervise  the  requisition,  inspection,  custody,  and 
issue  of  food,  clothing,  blankets,  table  and  bed  linen,  and  cleaning  and  laundry 
*iupplies;  to  condemn  clothing  and  household  supplies;  to  keep  records;  to 
make  inventories  and  reports ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  responsible  exi)erience  in  domestic  work  in  the  Gov- 
ernment Hospital  for  the  Insane,  or  five  years'  experience  as  matron  or  steward 
in  similar  Institutions;  some  knowledge  of  keeping  accounts,  kindiineBS,  tact, 
and  administrative  ability. 

Compensation  for  Class 
Annual:  $2400 
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TiTUB  or  Glass: 

SUPERmTENDENT,  SOLDIERS'  AND  SAILORS'  HOME 

Specificatioiis  of  Clww  4 S i) 

Duties:  ^^^'^ 

Under  general  supervision,  to  be  responsible  for  the  operation  and  mainte- 
nance of  the  Soldiers'  and  Sailors'  Temporary  Home;  to  supervise  the  care, 
cleaning,  and  sanitation  of  living,  sleeping,  and  eating  quarters;  to  requisition 
and  iasoe  food  and  household  supplies ;  to  supervise  the  pr^aratlon  and  serving 
of  food;  to  enforce  local  regulations  in  the"* preservation  of  order;  to  keep 
records  and  make  reports ;  and  to  perform  other  related  work. 

QualificatiMis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  leas  than  five  years'  responsible  experience  In  institutional  work;  kind- 
liness, tact,  and  supervisory  ability. 


for  Class 

Annual:  $1800 

Title  or  Glass: 

CUSTODIAN,  WHITE  HOUSE 

Spociications  of  Class  486 

Under  supervision,  to  be  responsible  for  the  custody  of  the  furnishings,  plate, 
supplies,  and  stores  of  the  White  House  and  for  the  care  of  personal  property 
of  the  President,  his  family,  and  his  guests;  to  issue  supplies;  to  supervise 
cloak  room  attendants  during  social  or  official  functions  of  the  White  House; 
and  to  perform  related  work  as  required. 

Qoaliflcatioiui: 

Common-school  education;  not  less  than  three  years'  responsible  experience 
In  the  domestic  work  of  the  White  House ;  supervisory  ability ;  integrity,  tact, 
^courtesy,  and  good  address. 

Compensation  for  Class 


18.  THE  ENGINEMAN  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  tDhich  are  to  supervise 
or  to  perform  toork  involving  pie  operation  and  maintenance  of  boUers^  m- 
(fineSt  generators,  and  other  power  equipment,  used  in  the  production  of  Aeol, 
light,  power,  or  in  refrigeration,  ventilation,  or  mechanical  operations. 

Note. — ^Wherever  the  word  "  Engineman  "  is  used  in  the  following  service  it 
shall  be  taken  to  be  identical  with  and  to  mean  tlie  same  as  the  word  "En- 
Klneer  "  now  used  in  existing  law  with  reference  .to.  ei]Q)l0ymenta  descriM  in 
this  service. 

BUiCTHIC  Equipmidnt  Opkbation  : 

Bi«ctrlc  SwUeUboard  Opeimt*r 
Auistant  SalMtatlMi  Operator 
Dynam*  Tender 
Sabetatieii  Operator 

Dbawbridqb  Opbbation  : 

AMiatant  Drawbridge  Operator 
Drawbridge  Operator 

Gas  Bnoinb  Opbbation: 

Aeslstaat  Gaa  Engtaeaian— D.  C.  Water  Dcpt. 
Gas  Enginemaii — ^D.  C.  Water  Dept. 

Marine  BngineaMm  (Gaeeliae) 

Industrial  LocoMonvB  Opbbation: 

Fireman,  Indmtrlal  Leceaieilire 
Bngineman,  Indwtrial  LecometiTe 

Mabinb  Enginb  Opb&ation  : 

Harine  Fireman 

AMiatant  Harine  Engineman  (Steam) 

Marine  Englneman  (Steam) 

Dredge  Fireman 
Dredge  OOer 
Dredge  LeTenaan 
Dredge  Engineman 

.    Ofpicb  Building  Bnginb  Room  Opbbation  : 

Fireman — ^Laborer  (Lew  Premnre  Belter) 
Assistant  OfBee  Bnlldlng  Englneman 
OfBce  Building  Engineman 

POBTABLB  Bnginb  Opbbation: 
Fireman  (Portable  Better) 

Hoisting  Engineman 
Steam  Boiler  Bngineman 

FowBB  Plant  Opbbation: 
Coal  Passer 

Fireman  (Hand  Fired  Stationary  Better) 
Fireman   (Mechanically  Fired  Stationary  Bettor) 
Better  Cleaner 
Water  Tender 
Otter  (Power  Plant) 
Aisistant  Engineman 
Watch  Engineman 
Englneman  in  charge 
Assistant  Chief  Englneman 
Chief  Engineman 

Rbprigeration  : 

Ice  Plant  Laborer 
Befrlgeration  Operater 
Refrigeration  Englneman 

Other  Classes  in  the  Enginbman  Sbrvicb: 
Compresior  Operator  (Air  and  Gaa) 

Crematorlnm  Englneman 
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Examiner  of  Stea^  Englnemen 
Inepector  of  Steam  Betters 
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ELECTRIC  EQUIPMENT  OPERATION 


TiTLB  or  Class: 

ELECTRIC  SWITCHBOARD  OPERATOR 

Specifications  of  Class  4o  # 

Duties: 

Under  direction,  to  have  charRe  of,  to  clean,  and  to  maintain  In  good  work- 
ing condition,  the  switchboard  of  a  power  plant  or  central  station ;  to  operate 
the  switchboard  in  accordance  with  Instructions ;  to  make  frequent  readings  of 
meters  and  other  Instruments  on  the  switchboard,  keep  records,  and  make  re- 
ports; in  some  cases,  to  oil  and  clean  generating  and  other  machinery,  and  to 
polish  bright  work ;  to  assist  in  making  tests ;  and  to  perform  related  work  as 
required. 

QaaUficatloiiB: 

Common-school  education ;  not  less  than  three  years*  practical  experience  on 
the  switchboard  in  a  central  power  station  or  power  plant  of  large  capacity ; 
practical  familiarity  with  the  construction  of  various  kinds  of  knife  and  oil 
switches,  circuit  breakers,  and  general  switchboard  Instruments;  ability  to 
operate  and  care  for  power  or  distributing  switches;  some  general  wiring  ex- 
perience and  ability  to  assist  in  emergency  repairs  to  switchboard  or  distribut- 
ing mains;  ability  to  read  and  understand  wiring  diagrams  and  Instructions 
and  to  fill  out  intelligent  and  accurate  logs  and  repeats ;  carefulness ;  and  good 
physical  condition. 

Prindiial  Linos  of  Promotion 

From:  Oiler  (Power  Plant). 
To:  Dynamo  Tender. 

Compensation  for  Class 

Annual:  $1500-$1560^162(V4168a-|1740 


TrrLS  OF  Ci^ss : 

ASSISTANT  SUBSTATION  OPERATOR 

Specifications  of  Class  d  S  S 

Duties:  TU^^ 

Under  imm^Jiate  supervision,  to  assist  in  the  operation  and  maintenance 
of  a  substation  for  the  conversion  and  distribution  of  electricity  for  power  or 
lighting  purposes ;  and  to  perform  related  work  as  required. 

Examples:  Operating  switches  and  other  controlling  devices  on  a  switch- 
board ;  making  minor  repairs  and  adjustments  to  panel  equipment  and  circuits ; 
adjusting  brushes ;  caring  for  power  and  distributing  switches ;  locating  grounds 
and  short  circuits;  reading  electrical  instruments;  connecting  up  motors  and 
other  operating  electrical  equipment ;  watching  trouble  signals ;  doing  light  and 
power  wiring;  keeping  necessary  records  and  making  reports;  helping  me- 
dianics ;  assisting  in  the  operation  of  special  types  of  machinery  or  apparatus. 

Qnalifications: 

Common-school  education ;  not  less  than  two  years*  experience  as  a  mechanic's 
helper;  fair  knowledge  of,  and  familiarity  with,  the  construction  of  various 
kinds  of  knife  and  oil  switches,  circuit  breakers,  and  switchboard  instruments ; 
carefulness;  and  good  physical  condition. 

Prindiial  lines  of  Promotion 

To :  Dynamo  Tender ;  Substation  Operator. 

Compensation  for  Class 

Annual:  $1080-$1140^1200-^12e0-$1320 
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Title  of  Class  : 
DYNAMO  TENDER 

Specifications  of  Class  480 

Duties: 

Under  immediate  supervision,  to  perform  one  or  more  of  the  following  func- 
tions: (1)  To  operate  and  maintain  electrical  machinery  in  a  power  plant; 

(2)  to  start,  stop,  and  cut  machines  in  and  out  of  operation  as  service  demands; 

(3)  to  operate  an  electrical  switchboard,  so  as  to  maintain  proper  voltage  and 
equal  loads  on  various  machines  and  distributing  mains ;  (4)  to  watch  gauges, 
read  boiler,  engine  room,  and  switchboard  meters,  compute  station  performance, 
keep  logs  and  records,  and  make  reports;  (5)  to  assist  in  making  repairs  as 
ordered ;  and  to  operate  and  maintain  steam,  hydraulic,  air,  refrigeration,  and 
other  machinery ;  (6)  to  be  responsible  for  the  proper  operation  of  the  oiling 
systems  on  all  engine-room  machinery ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years'  practical  experience  in 
an  electrical  generating  plant;  practical  knowledge  of  the  operation,  mainte- 
nance, and  repair  of  modem  electrical  switchboards  and  generating  equipment, 
and  refrigeration  and  engine  and  boiler-room  machinery;  ability  to  make 
repairs,  keep  logs,  compute  station  performance,  and  to  think  and  act  quickly; 
carefulness ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Electric  Switchboard  Operator;  Oiler  (Power  Plant);  Assistant  Sub- 
station Operator. 
To :  Assistant  Engineman ;  Substation  Operator. 

Compensation  for  Oass 

Annual:  $132O-$1440-$1560 

Trri^  OF  Class: 
SUBSTATION  OPERATOR 

Specifications  of  Class  J. HO 

Duties:  ^•'^' 

Under  direction,  to  have  responsible  charge  of  a  substation  for  the  con- 
version and  distribution  of  electricity  for  power  and  lighting  purposes;  to 
operate,  oil,  clean,  maintain,  and  repair  converters,  transformers,  switch- 
boards, and  other  auxiliary  electrical  apparatus  in  a  power  or  lighting  station; 
to  keep  logs  and  records  and  make  reports;  to  make  repairs  and  adjustments: 
in  some  cases,  to  be  responsible  for  the  care  and  charging  of  storage  batteries, 
and  for  the  operation  of  special  types  of  machinery  or  apparatus,  and  heating 
and  ventilating  systems;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  four  years'  experience  In  electrical 
work,  of  which  at  least  one  year  shall  have  been  as  an  Assistant  Substation 
Operator  or  in  a  similar  kind  of  work;  thorough  understanding  of  the  con- 
struction and  practical  handling  of  transformers,  blower  cooling  apparatus, 
feeder  panels,  switchboards,  circuit  breakers,  switches,  lighting  arresters, 
choke  colls,  rotary  converters,  motor  generators,  testing  instruments,  and 
auxiliary  substation  apparatus  for  high  tension,  two  or  three  phase,  alternating 
current  conversion,  or  A.  C.  or  D.  C.  low  tension  distribution  for  power  or 
lighting;  ability  to  make  repairs,  keep  logs,  compute  station  performance,  and 
to  think  and  act  quickly ;  carefulness :  and  good  physical  condition. 

Principal  Lines  of  Promotion 

I'mm:  Assistant  Substation  Operator;  Dynamo  Tender. 

Compensation  for  Oass 

Annual:  $1620-$1680-^1740-$1800 
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DRAWBRIDGE  OPERATION 


Title  of  Ciass: 

ASSISTANT  DRAWBRIDGE  OPERATOR 

SpedficaUons  of  CUm  4 1)  1 

Duties:  ^     -^ 

Under  Immediate  Bopervision,  during  a  shift,  to  operate  the  controlling  de- 
vices of  an  electrically  operated  swing  or  lift  bridge;  to  assist  In  the  main- 
tenance and  repair  of  the  motors  and  machinery ;  and  to  perform  related  work 
as  required. 

Examples:  Opening  and  closing  the  draw  or  lift  for  the  passage  of  boats; 
oiling  and  caring  for  the  motors  and  machinery;  lighting  and  maintaining 
naYtgatlon  llc^ts ;  assisting  in  making  repairs  as  ordered ;  keeping  records  and 
making  reports. 

QaaMcatioiui: 

Common-school  education;  not  less  than  one  year's  practical  experienoe  in 
drawbridge  operation;  fair  knowledge  of  electrical  machinery;  some  experienoe 
as  a  machinist  and  electrician ;  thoronsii  knowledge  of  nayigatlon  regulations 
in  connection  with  river  traffic;  carefulness,  reliability,  good  Judgment;  good 
eyesight;  and  good  phsrslcal  condition. 

Pilndpal  lines  of  PromoClMi 

To:  Drawbridge  Operator. 

Compensation  for  Ctaao 

Annual:  $1140-41200 


Title  of  Class  : 
DRAWBRIDGE  OPERATOR 

Specifications  of  Claaa  4  ^)  ^ 

Duties:  ^''^ 

Under  direction,  during  a  shift,  to  be  responsible  for,  operate,  maintain,  and 
repair  the  machinery  of  an  electrically  operated  swing  or  lift  bridge ;  to  direct 
and  Instruct  subordinates  In  the  performance  of  their  duties;  to  make  reports 
and  keep  records ;  and  to  perform  related  work  as  required. 

Examples:  Opening  and  closing  the  draw  or  lift  for  the  passage  of  boats; 
oiling,  caring  for,  and  keeping  the  motors  and  ma<Ainery  In  good  working 
order;  making  all  emergency  repairs  necessary  for  the  proper  operation  of  the 
drawbridge;  placing  and  maintaining  navigating  lights;  doing  miscellaneous 
clerical  work,  such  as  making  reports. 

Qualifications: 

Oommon-school  education;  not  less  than  four  years'  practical  experience 
operating  drawbridges ;  good  practical  working  knowledge  of  electrical  maefain- 
eiy ;  sufficient  mechanical  ability  to  make  emergency  r^alrs  to  the  motors  and 
bridge  machinery;  thorough  knowledge  of  navigation  regulations  In  connec- 
tion with  river  traffic;  carefulness,  reliability,  resourcefulness,  and  good  Judg- 
mait ;  good  eyesight ;  and  good  physical  condition. 

Ptincipal  LfaMO  of  ProBMtion 

From :  Assistant  Drawbridge  Operator. 

Compenaatiott  for  Claao 

Annual:  $126O-^132O-$138O-^144O-$1600 
16491^— 20--PT  2 16 
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GAS  BNOINE  OPERATION 


Title  of  Glass  : 

ASSISTANT  GAS  EN6INEMAN-*DISTRICT  OF  COLUMBIA  WATEE 
DEPARTMENT 

Specificationfl  of  Class  4«K) 

Duties: 

Under  immediate  superylsion,  to  assist  In  maintaining,  operating,  and  repair- 
ing gas  engines,  pumps,  and  anxiliarles  in  an  isolated  pumping  station  of  the 
District  of  Columbia  Water  D^artment ;  to  perform  duties  of  a  Janitor  about 
the  station ;  and  to  perform  related  work  as  required. 

Examples:  Standing  watch;  starting,  operating,  oiling,  and  cleaning  gas 
engines,  electric  generators,  traveling  yard  crane,  pumps  and  air  compressors: 
keeping  pumping  station  clean;  making  minor  repairs  and  operating  adjust- 
ments. 

Qualifications: 

Common-school  education;  not  less  than  six  months*  practical  experience  in 
the  operation  and  repair  of  gas  engines,  traveling  electric  yard  cranes,  electric 
generators,  and  pumps,  and  the  use  and  care  of  belts;  fair  knowledge  of  gas- 
engine  construction ;  mechanical  ability  to  make  minor  repairs ;  and  good  physi- 
cal condition. 

Priacipal  Linos  of  Promotion 

To :  Gas  Engineman«  District  of  Columbia  Water  Department 

Compensation  for  Class 

Annual:  $1820-$188(>-$144M1600 


Title  of  Class  : 

GAS  ENGINEMAN— DISTRICT  OF  COLUMBIA  WATER  DEPARTMENT 

Specifications  of  Class  4 1)  4 

Duties: 

Under  supervision,  to  direct  subordinates  and  assist  in  the  operation,  mainte- 
nance, and  repair  of  gas  engines,  pumps,  and  auxiliaries  in  an  isolated  pumping 
station  of  the  District  of  Columbia  Water  Department;  to  be  responsible  for 
the  condition  of  the  pumping-station  buildings  and  grounds;  and  to  perform 
related  work  as  required. 

Examples:  Standing  watch;  making  reports;  keeping  time  and  performing 
miscellaneous  clerical  work;  exercising  supervision  over  and  being  responsible 
for  pumping-station  buildings,  grounds,  machinery,  property  yard,  tools,  sup- 
plies, reservoir,  and  playgrounds;  making  minor  repairs  to  machinery. 

Qualifications: 

Common-school  education ;  not  less  than  one  year's  practical  experience  in  an 
isolated  gasklriven  pumping  station;  thorough  knowledge  of  internal  combus- 
tion engines,  and  ability  to  take  full  operating  charge  of  such  engines,  pumping 
and  auxiliary  machinery,  electric  generators,  and  traveling  yard  cranes;  suffi- 
cient mechanical  ability  to  make  all  adjustments  and  operating  repairs  to  ma- 
chinery and  belts ;  ability  to  handle  men ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From :  Assistant  Gas  Englneman,  District  of  Columbia  Water  Department 

Compensatilm  for  Class 

Annual:  $15eO-«ie20-|1680 
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Tnxx  or  Glass  : 

MARINE  ENGINEMAN  (GASOLINE) 

Specifications  of  Clsss  41)/) 

Duties:  ^  ^'^ 

Under  supervision,  to  operate,  maintain,  and  repair  internal  combustion 
marine  engines,  such  as  are  used  on  small  power  craft;  to  keep  records  and 
make  rQK>rts;  and  to  perform  related  work  as  required. 

Examples:  Operating  motor  towboats;  transporting  psssengers;  towing 
dredges,  scows,  boats,  or  otber  floating  plant ;  making  repairs  to  motors,  oper- 
ating equipment,  and  floating  plant;  cleaning  and  painting  boats;  keeping  log, 
time  reports,  record  of  supplies,  materials,  and  people  transported;  assisting 
in  work  about  dredge  or  boats  as  ordered ;  assisting  on  sheet  metal,  plumbing, 
pipe  fitting,  and  general  repair  work. 

<)naIificatioiis: 

Common-school  education;  a  license  to  operate  motor  boats,  issued  by  the 
United  States  Steamboat  Inspectors ;  not  less  than  two  years'  experience  in  the 
operation  of  marine  gasoline  engines ;  experience  as  an  all  around  gasoline  engine 
machanic ;  thorough  familiarity  with  details  of  carburetion,  ignition,  and  revers- 
ing mechanism ;  ability  to  do  piping  and  metal  work  as  required ;  thorough  fa- 
miliarity with  the  details  of  operation  of  well-known  types  and  sizes  of  marine 
engines  for  small  power  craft ;  and  good  physical  condition. 

« 

Compensatioii  for  Oaao 

Annual:  $144O-^1500-$1560-$ie20^1680 


INDUSTRIAL  LOCOMOTIVE  OPERATION 


Tmx  OF  Class  : 

PIRBMAN,  INDUSTRIAL  LOCOMOTIVE 

Specifications  of  Class  4  tH) 

Duties: 

Under  immediate  supervision,  to  flre,  care  for,  and  clean  boilers  of  the  usual 
types  of  Industrial,  or  switching  locomotives;  to  throw  switches,  and  operate 
brakes  on  cars :  to  clean  the  engine  house,  and  to  perform  related  work  as  re- 
quired. 

QuaUfieatioBs: 

Common-school  education;  not  less  than  two  years'  practical  experience  as  a 
fireman :  ability  to  keep  the  flre  bed  and  hold  up  steam  under  all  conditions  of 
traffic  and  weather;  knowledge  of  the  care  and  operation  of  locomotive  fur- 
naces, tender  tank  or  cistern,  safety  valves,  pressure  gauges,  and  flues ;  famili* 
arity  with  the  care  and  operation  of  air-brakes  and  signals;  thorough  knowl- 
edge of  standard  rules  and  regulations,  and  ability  to  drive  a  locomotive  tem- 
porarily when  necessary;  good  Judgment;  and  good  physical  condition, 

Priscipal  Lines  of  Promotion 

To:  Engineman,  Industrial  Locomotive. 

Compensation  for  Class 

Annual:  $1140 


TiTiE  or  Class  : 

ENGINEMAN,  INDUSTRIAL  LOCOMOTIVE 

Specifications  of  Class  4 «'  ^ 

Duties: 

Under  direction,  to  be  responsible  for,  drive,  maintain,  and  make  operating 
repairs  to  the  usual  type  of  Industrial  or  switching  locomotive  engines ;  to  be 
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responsible  for,  direct,  and  instruct  the  fireman  in  the  perfomumoe  of  bis 
duties;  to  keep  records  and  make  reports;  and  to  perform  related  work  as 
required. 

Qualificatioiifl: 

Common-school  education;  a  license  granted  by  the  Commissioners  of  the 
District  of  Columbia  to  operate  locomotive  engines;  not  less  than  three  jeanT 
practical  experience  in  driving  a  locomotive  engine;  ability  to  care  for,  main- 
tain, and  make  ordinary  running  repairs  to  a  locomotive;  thorough  practical 
knowledge  of  all  locomotive  equipment,  such  as  injectors,  reversing  mechanism, 
air-pumps,  and  other  auxiliary  equipment ;  an  intimate  knowledge  of  American 
standard  railroad  signal  rules  and  systems;  good  Judgment;  resourcefohies*; 
good  eyesight  and  good  physical  condition. 

Priscipftl  Lines  of  Promotion 

From :  Firenuni.  Industrial  Locomotive. 

Compensation  for  Class 

Annual:  $144O-$1500-$1560-$1620-41680 


MARINE  ENGINE  OPERATION 


Title  of  Class  : 
MARINE  FIREMAN 

Specifications  of  Class  4  «'  O 

Duties: 

Under  immediate  supervision,  to  maintain,  repair,  and  fire  boilers  on  a 
steamboat;  to  do  such  oiling  and  cleaning  work  as  may  be  ordered;  to  keep 
records  and  make  reports;  and  to  perform  related  work  as  required. 

Examples:  Keeping  boilers  and  other  boiler-room  equipment  clean  and  in 
good  oi)erating  condition ;  passing  and  trimming  coal ;  disposing  of  ashes ; 
oiling  machinery;  polishing  bright  work;  cleaning  boilers  and  blowing  out 
tubes;  assisting  in  or  making  repairs  to  boilers,  machinery,  or  piping;  keep- 
ing records  and  reporting  on  coal  consumed  and  temperature  of  water;  blow- 
ing do^vn  water  level  in  boilers. 

Qualifications: 

Common-school  education;  not  less  than  two  years*  practical  experience  as 
a  fireman  or  fireman's  helper  (marine)  ;  ability  to  maintain  a  proper  fire  bed 
and  steam  pressure  under  all  marine  conditions;  practical  knowledge  of  safety 
valves,  steam  and  water  gauges,  blow-off  cocks,  cond^isers,  feed-water  heat- 
ers, feed  pumps,  injectors,  and  other  boiler-room  equipment;  good  Judgment; 
and  good  physical  condition. 

Principal  Lines  of  Promotion 

To:  Assistant  Marine  Engineman   (Steam);  Marine  Engineman   (Steam). 

Compensation  for  Class 

Annual:  $1260 

Title  of  Class: 

ASSISTANT  MARINE  ENGINEMAN  (STEAM) 

Specifications  of  Class  41)0 

Duties:  ^ 

Under  immediate  supervision,  to  assist  in  the  operation,  maintenance,  and 
repair  of  the  power  equipment  of  a  .^^  teamboat ;  to  be  responsible  for  the  proper 
operation  of  the  boilers  and  electric-lighting  plant;  to  oil  and  clean  the  main 
engine  and  auxiliary  machinery;  to  assist  in  the  cleaning  of  the  boilers  and 
other  engine  and  boiler  room  apparatus;  to  act  for  the  Marine  Engineman  in 
his  absence ;  and  to  perform  related  work  as  required. 
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QfltHicfttiou: 

CommoD-Bchool  education;  a  license  Issued  by  the  United  States  Steamboat 
iD.^pectors  to  operate  marine  engines;  not  less  than  three  years'  exiierience 
in  the  boiler  and  engine  room  of  a  steamboat ;  familiarity  with  the  operation 
of  marine  engine  and  boiler-room  auxiliary  equipment,  such  as  electric  gener- 
ators, pumps,  condensers,  and  feed-water  heaters;  fair  ability  as  an  engine 
meclianic;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

Prom:  Marine  Fireman. 

To:  Marine  Englneman  (Steam). 

Compenaation  for  Clam 

Annual:  |1440-9150Ml5e0^1620-|1680 


Trlb  or  Clabb: 

MARINE  ENGINEMAN  (STEAM) 

Specifications  of  Clnaa  O  0  () 

Doties: 

Under  direction«  to  have  reaponaible  charge  of,  and  assist  In  the  operation, 
care,  and  maintenance  of  the  power  equipment  of  a  steamboat;  to  direct  the 
work  of  subordinates;  to  maintain  order  and  cleanliness  In  the  engine  and 
power  department  of  the  boat;  to  supervise  general,  and  make  minor  and 
emergency,  repairs  to  all  machinery  and  power  equipment;  to  make  reports 
and  keep  records ;  and  to  perform  related  work  as  required. 


Onomon-school  education ;  a  license  Issued  by  the  United  States  Steamboat 
Inspectors  to  operate  marine  engines;  not  less  than  four  years'  practical  ex- 
perience In  the  engine  and  power  department  of  a  steamboat,  one  of  which 
shall  have  been  as  Assistant  Marine  Englneman,  or  in  a  position  of  equal  re- 
sponsibility ;  thorough  familiarity  with  the  operation  of  all  marine-engine  and 
boiler-room  auxiliary  equipment,  such  as  electric  generators,  pumps,  con- 
densers, and  feed-water  heaters;  ability  to  make  operating  and  emergency  re- 
pairs; ability  to  handle  and  direct  men;  good  Judgment;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From:  Assistant  Marine  Engineman  (Steam) ;  Marine  Fireman. 

Compensation  for  Claas 

Annual:  $1740-|180(H18eO-fld20 


Tmjc  or  Gi*ASS : 
DREDGE  FIREBfAN 

Specifications  of  Class  O  0  J. 

Duties: 

Under  immediate  supervision,  to  fire  the  boilers  on  a  dredge  and  maintain  a 
proper  firebed,  steam  pressure,  and  water  level  under  all  conditions;  to  draw 
fires,  and  dean  flues  and  grates ;  to  keep  a  boiler  room  neat  and  clean ;  to  pass 
coal  and  dispose  of  ashes;  to  assist  In  the  general  care  and  cleaning  of  the 
engine  and  boiler  room,  the  polishing  of  bright  work,  and  similar  miscellaneous 
work  as  ordered;  to  assist  in  repairing  boilers,  pumps,  and  other  ma<!hinery; 
to  keep  records  and  make  reports ;  and  to  perform  related  work  as  required. 

Qoaiificntians: 

Common-school  education;  not  less  than  two  years'  practical  experience  as 
a  Marine  Fireman ;  practical  knowledge  of  condensers,  feed-water  heaters  and 
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pumiMS,  gauges,  blow-ofC  cocks,  and  other  fireroom  equipmeat ;  and  good  pliiri eal 
condition. 


Principal  Lines  of  Promotion 


Compensation  for  Class 


To :  Dredge  Oiler. 

Annual:  |1140 

Title  of  Class:  "    ' 

DREDGE  OILER 

Specifications  of  Class  /lO^ 

Duties:  tf\J  (J 

Under  immediate  supervision,  to  oil  and  clean  engines,  pumps,  and  other  ma- 
chinery on  a  dredge,  and  assist  in  keeping  them  in  proper  working  order;  to 
keep  bright  work  polished,  and  engine  room  clean ;  to  make  or  assist  with  re- 
pairs to  piping,  boilers,  engines,  and  other  machinery;  and  to  perform  related 
work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  six  months'  practical  experience  as 
an  Aler  or  fireman  on  a  dredge;  abilit5'  to  keep  machinery  and  shafting  well 
lubricated  and  in  first-class  running  condition,  to  start  and  stop  machinery,  and 
:shlft  gears  and  belts;  familiarity  with  lubricants,  and  the  care  of  hot  bearings; 
practical  knowledge  of  quantity  and  kind  of  lubricant  necessary  on  dlfEerent 
parts  of  machinery;  carefulness;  ability  to  think  and  act  quickly;  and  good 
physical  condition. 

Principal  Lines  of  Promotion 

From:  Dredge  Fireman. 

To:  Dredge  Engineman;  Dredge  Leverman. 

Compensation  for  Oass 

Annual:  $1140-$120(>-$12e0 


Title  of  Class  : 

DREDGE  LEVERMAN 

Specifications  of  Class  ^  {\  f; 

Duties:  ^^'^ 

Under  immediate  supervision,  to  be  directly  responsible  for  the  efficient  opera- 
tion of  the  "  cutting  and  pumping  end  "  of  a  hydraulic  dredge ;  to  operate  the 
dredging  machinery,  through  control  levers  and  by  signals,  in  the  excavation  of 
a  given  submerged  area ;  to  be  responsibe  and  care  for  the  prope  roperation  of 
the  pipe  line  and  swing  wire ;  to  make  repairs  to  the  dredge  as  ordered ;  and  to 
perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  one  year's  practical  experience  In 
leverman  work  aboard  a  hydraulic  dredge ;  familiarity  with  the  dredging  char- 
acteristics of  various  soils  and  substances;  practical  knowledge  of  hydraulic 
dredging  equipment  and  operations;  ability  to  think  and  act  quickly  in  emer- 
gency ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Dredge  Mate. 

To:  Master,  Hydraulic  Dredge. 

Compensation  for  Class 

Annual:  |132(M1380-*144M1500 
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Tnu  or  Glass  : 
DREDGE  ENGINEM AN 

Spsciflcmtloiis  of  Oms  504 

Duties: 

Under  superyislon,  to  be  req;)on8ible  for  the  eflSeleDt  and  continuous  service 
of  steam,  electric,  or  gasoline  engines  and  nia<diines  connected  with  tiie  dredge ; 
to  be  responsible  for  the  proper  care  and  upkeep  of  Uiese  engines  and  machines 
and  for  the  direction  and  superyislon  of  the  work  of  firemen  and  oilers  em- 
ployed on  a  dredge ;  to  keep  records  and  make  reports ;  and  to  perform  related 
work  as  required. 

Qsalificatioss: 

Common-school  education;  not  less  than  three  years'  practical  experience  as 
Engineman  on  a  hydraulic  dredge;  a  license  for  this  class  of  work  granted  by 
the  Commissioners  of  the  District  of  Columbia  or  the  United  States  Steamboat 
Inspectors;  practical  knowledge  of  boilers,  marine,  hoisting,  swinging  and  dy- 
namo engines,  condensers,  feed-water  heaters,  grease  extractors,  pumps,  and 
gauges ;  ability  to  make  necessary  repairs  to  the  machinery  of  the  dredge ;  re- 
sonrcefulness  in  making  necessary  field  repairs;  ability  to  handle  men;  and 
good  physical  condition. 

PriBcipal  Liiiefl  of  Promotloii 

From:  Dredge  Oiler. 

To:  Master,  Hydraulic  Dredge. 

Compensation  for  Class 

Annual:  $1620-|1680-91740-|1800 


OFFICE  BUILDING  ENGINE  ROOM  OPERATION 


Title  or  Gulss  : 

FIREMAN-LABORER  (LOW-PRESSURE  BOILER) 

Specifications  of  Class  505 

Duties: 

Under  immediate  supervision,  to  fire  by  hand  and  maintain  proper  steam 
pressure  on  low-pressure  boilers  used  for  heating  purposes  in  office  buildings, 
pablic  buildings,  or  institutions,  and  in  addition  to  assist  with  general  labor- 
ing work ;  to  do  such  cleaning  and  repair  work  as  is  required  to  keep  the  boil- 
ers, boiler  room,  boiler-room  equipment,  or  other  mechanical  oquipment,  heat- 
ing apparatus,  or  piping  in  proper  condition ;  to  be  responsible  for  maintaining 
the  proper  water  level  in  the  boilers;  and  to  perform  related  work  as  required. 

Examples :  Passing  coal  from  bunkers  to  boilers ;  removing  ashes ;  assisting 
skilled  mechanics  in  their  work;  doing  Janitor,  watchman,  guard,  messenger, 
gardener,  or  other  general  laboring  work ;  attending  hot-water  heater ;  acting  as 
elevator  operator  relief  as  required. 

Qnalificmtians: 

Common-school  education ;  not  less  than  one  year's  experience  in  a  hand-fired 
boiler  room  in  office  building  or  steam  plant;  ability  to  keep  an  even  bed  of 
fire  with  economic  use  of  fuel;  ability  in  firing,  operating,  blowing  off,  clean- 
ing, and  keeping  in  good  condition  ordinary  types  of  fire  or  water  tube  low- 
pressure  stationary  boiler;  thorough  familiarity  with  the  operation  of  various 
safety  appliances;  mechanical  aptitude;  carefulness;  and  physical  strength. 

Principal  fJnea  of  Promotion 

From :  Ckml  Passer ;  Ice  Plant  Laborer. 
To:  Fireman. 

Compensation  for  daas 
Annual:  $1140 
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Title  of  Class: 

ASSISTANT  OFFICE  BUILDING  ENGINEMAN 

Speeiflcmtimis  of  CUm  t)06 

Duties: 

Under  immediate  supervisioii,  to  assist  the  Engineman  in  the  operation, 
maintenance,  and  repair,  or,  during  a  definite  period  or  watch,  to  operate, 
maintain,  and  repair  heating,  lighting,  ventilating,  refrigerating,  water,  pump- 
ing, elevator,  and  other  mechanical  systems  in  an  office  or  other  small  Gov- 
ernment building;  to  act  for  the  Engineman  in  his  absence;  and  to  perform 
related  work  as  required. 

Examples:  Assisting  in  supervising  the  firing  of  low-pressure  boilers  and 
the  operation  of  the  heating  system;  inspecting,  repairing,  and  adjusting  the 
radiators  and  piping;  assisting  in  the  care  of  electrical  machinery,  electric 
lighting,  and  call-bell  systems;  operating  water  cooling  systems,  either  stetm 
or  electric  driven;  oiling,  repairing,  and  adjusting  elevator  machinery ;  alter- 
ing and  maintaining  plumbing  and  hot-water  systems;  firing  boilers  in  an 
emergency;  acting  as  elevator  operator;  checking  receipts  of  coal;  keoping 
records  and  making  reports;  performing  miscellaneous  mechanical  work. 

Qualificatioiui: 

Common-school  education;  a  license  granted  by  the  Commissioners  of  the 
District  of  Columbia  to  operate  steam  engines;  not  less  than  three  years' 
practical  experience  in  boiler  and  engine-room  work ;  experience  as  a  practical 
mechanic;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Foreman. 

To:  Office  Building  Engineman. 

Compensation  for  Class 

Annual:  $15(M)-|1620-$1680 


TnxB  OF  Class: 

OFFICE  BUILDING  ra^GINBMAN 

Spodflcations  of  CImo  507 

Duties: 

Under  general  direction,  to  be  in  responsible  charge  of  the  operation,  main- 
tenance, and  repair  of  the  heating,  lighting,  ventilating,  refrigerating,  kLundiy* 
water,  pumping,  elevator,  and  other  mechanical  systems  in  a  large  office  or 
small  Government  building;  to  supervise,  direct,  and  instruct  subordinates  in 
their  duties;  to  deep  records  and  make  reports;  to  make  and  superintend  re- 
pairs to  the  building;  in  some  cases,  to  be  responsible  for  and  have  charge  of 
the  cleaning  of  the  building  and  grounds;  and  to  perform  related  work  as 
required. 

Qnalifieations: 

Common-school  education;  a  license  granted  by  the  Conmiissioners  of  the 
District  of  Columbia  to  operate  steam  engines;  not  less  than  four  years*  ex- 
perience in  boiler  and  engine-room  work,  one  of  which  shall  have  been  In  re- 
sponsible charge  of  an  engine  room;  experience  as  a  practical  mechanic  and 
ability  to  make  minor  repairs  to  building,  steam  and  electrical  machinery, 
piping  and  wiring  systems ;  executive  ability ;  ability  to  think  and  act  quickly 
in  emergencies  and  to  handle  men;  resourcefulness;  and  good  physical  con- 
dition. 

Principal  Lines  of  Promotion 

Frqm:  Assistant  Office  Building  Engineman. 

Compensation  for  Gass 

Annual:  $1800 
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PORTABLE  ENGINE  OPERATION 


Title  of  Class  : 

FIREMAN  (PORTABLE  BOILER) 

Specifications  of  Class  0  U  O 

Duties  : 

Under  immediate  supervision,  to  maintain,  fire,  and  make  operating  reiiaira 
to  portable  or  semiportable  boilers  on  steam-driyen  construction  and  similar 
equipment;  to  oil,  clean,  and  assist  in  repairing,  hoisting,  pumping,  or  other 
machiiiery  as  ordered;  to  keep  records  and  make  reports;  and  to  perform 
related  work  as  required. 

Bzaioi^es:  Filling  lubricator,  grease,  and  oil  cups;  helping  with  repairs  to 
locomotive  or  other  types  of  cranes  or  derricks,  or  to  pumps;  keeping  record 
of  coal  used ;  blowing  down  water  level  in  boiler. 

QusMeatkms: 

Ability  to  read  and  write;  not  less  than  <me  year's  practical  experience 
firing  boilers  on  traction  engines,  steam  shovels,  hoisting  equipment,  pile 
drivers,  locomotive  cranes,  dredges,  or  similar  apparatus;  thorough  experience 
in  the  operation,  care,  and  cleaning  of  vertical  or  horizontal,  portable  or  semi- 
portable  fire  tube  boilers;  ability  to  maintain  required  steam  pressure  with 
various  grades  of  coal  or  wood  fuel;  knowledge  of  and  experience  in  the  use 
of  injectors,  pressure  and  water  gauges,  and  safety  appliances;  and  good 
physical  condition. 

Principal  lines  of  Promotion 

To :  Hoisting  Bngineman ;  Steam  Roller  Engineman. 

Compensation  for  Claas 
Annual:  $1200 


TiTLB  OF  Class  : 
HOISTING  ENGINEMAN 

Specifications  of  Class  ^  ()  ^ ) 

Duties: 

Under  tnunediate  direction,  to  operate  the  controlling  devices  of  a  steam, 
gasoline,  or  electrically  operated  hoist,  boom,  derrick,  locomotive,  traveling,  or 
other  type  of  crane,  and  to  clean,  oil,  paint,  repair,  and  maintain  a  crane  or 
derrick  in  proper  working  condition ;  and  to  perform  related  work  as  required. 

Examples :  Lifting  coal,  building  and  construction  materials,  and  refuse,  and 
placing  them  in  storage  cars,  hoppers,  and  other  receptacles;  hoisting  buckets; 
placing  timbers,  steel  forms,  and  cofferdam  sheetings;  leveling  and  arranging 
materials  in  storage  piles,  cars,  or  barges;  operating  and  maintaining  siphons 
and  pumps  for  cofferdam  work,  concrete  mixer  or  similar  equipment ;  unloading 
garbage  and  basin  tanks  from  cars;  operating  and  maintaining  a  combined 
electric  stacker  and  conveyor  for  unloading  and  storing  coal  or  other  materials 
from  cars. 

Qoalifications: 

Ck)mmon-school  education;  not  less  than  three  years*  experience  in  the  use 
and  operation  of  hoisting  engines,  cranes,  or  derricks;  sufficient  mechanical 
ability  to  make  necessary  field  repairs;  a  license  to  operate  steam  engines  (for 
steam  derricks  or  cranes) ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Fireman  (Portable  Boiler). 

Compensation  for  Class 

Hourly:  $1.00 
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Title  of  Class  : 
STEAM-ROLLER  ENGINEMAN 

Specifieations  of  CIam  510 

Duties: 

Under  immediate  supervision,  to  maintain,  fire,  operate,  and  make  minor  re- 
pairs to  a  steam  road  roller  or  tractor  used  in  tlie  construction  or  repair  of 
highways ;  and  to  perform  related  work  as  required. 

Qualiflcatioiis: 

Ability  to  read  and  write;  a  license  granted  by  the  Ck>mmis8ioners  of  the 
District  of  Columbia  to  operate  steam  engines;  at  least  the  equivalent  of  two 
full  season's  experience  in  the  operation  of  a  steam  road  roller  or  tractor  on 
street  or  road  construction,  or  as  a  farm  tractor  operator;  mechanical  ability 
to  make  operating  adjustments  and  emergency  repairs;  and  good  physical  con- 
dition. 


Principal  Lines  of  Promotion 

From:  Fireman  (Portable  Boiler). 

Compensation  for  Class 
Hourly:  $0.68} 


POWER  PLANT  OPERATION 


Title  of  Class  : 
COAL  PASSER 

Specifications  of  Class  !%1  1 

Duties:  UJ.^ 

Under  immediate  supervision,  and  in  connection  with  the  operation  of  a 
power  plant  or  a  central-station  boiler  room,  to  keep  the  fireman  properly  sup- 
plied with  coal;  to  remove  ashes  from  the  ash  pit;  to  do  cleaning  work;  to 
assist  the  fireman  as  required;  to  assist  in  making  repairs;  and  to  i)erfiirm 
related  work  as  required. 

Examples :  Carting  in,  weighing,  passing,  or  casting  coal  into  stoker  hoppers 
or  before  furnace  door  as  required;  oiling  and  operating  a  coal  and  ash  con- 
veyor and  a  coal  crusher;  watching  for  foreign  matter  in  coal  to  protect  the 
conveyor,  keeping  space  under  and  adjacent  to  crusher  ond  conveyor  clear  of 
coal,  ashes,  and  dirt;  assisting  in  cleaning  boilers  and  machinery,  and  in  mak- 
ing repairs;  polishing  bright  work;  incidentally  doing  general  laboring  worlc. 

Qnalifications: 

Ability  to  read  and  write ;  some  practical  experience  In  a  power  plant  or  a 
central-station  boiler  room;  honesty;  industry;  strength,  endurance,  and  good 
physical  condition. 

Principal  Lines  of  Promotion 

To:  Fireman;  Fireman-Laborer  (Low  Pressure  Boiler). 

Compensation  for  Class 

Annual:  $1080 

Tptle  of  Class: 

FIREMAN  (HAND  FIRED  STATIONARY  BOILER) 

Specifications  of  Class  i/  x  ^ 

Dnties: 

Under  immediate  supen^ision,  to  fire  by  hand  and  maintain  proper  steam 
pressure  on  high-pressure  boilers  in  a  school,  a  public  building,  or  an  institu- 
tlon;  to  do  such  cleaning  and  repair  work  as  may  be  required  to  keep  the 
I. oilers,  boiler-room,  and  boiler-room  equipment  in  proper  condition;  to  be  re- 
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spooBible  for  maintaining  the  proper  water  level  in  the  boilers ;  and  to  perform 
related  work  as  required. 

Examples:  Passing  coal  from  bankers  to  boilers;  removing  ashes;  polishing 
l>rlght  work,  operating  boiler  feed  pumps,  injectors,  valves,  and  all  auxlliarieis 
■of  a  boiler-room,  and  keeping  them  clean  and.  well  oiled ;  cleaning  fires,  draw- 
ing ashes,  blowing  out  tub^  and  boiler;  cleaning  grate  bars;  cleaning  the 
boilers ;  oiling  and  cleaning  elevators  and  elevator  rooms ;  occasionally  reliev- 
ing elevator  operators. 

Qnlificmtioiis: 

CX>mmon-school  education;  not  less  than  two  years'  experience  in  a  hand- 
fired  steam  plant ;  ability  to  keep  an  even  bed  of  fire  with  economic  use  of  fuel ; 
thorough  knowledge  of  firing,  operating,  blowing  off,  cleaning,  and  keeping  in 
good  ccmdition  any  type  of  fire  or  water  tube  stationary  boiler,  burning  any 
grade  of  fuel ;  practical  knowledge  of  draft  fans,  draft  regulators,  and  econo- 
mizers; thorough  familiarity  with  the  operation  of  various  safety  appllancea 
Injectors,  feed  water  heaters  and  pimips,  and  boiler  feed  pumps;  some  knowl 
edge  of  valves  and  piping ;  good  Judgment ;  endurance ;  and  physical  strength. 

Priacigal  Lines  of  Promotton 

From :  Coal  Passer ;  Fireman-Laborer ;  Ice  Plant  Laborer. 
To:  Assistant  Office  Building  Engineman;  Water  Tender;  Oiler  (Power  Plant) ; 
Refrigeration  Operator;  Ifoiler  Cleaner. 

Compensation  for  Class 

Annual:  $1200 

Tetle  of  Culss  : 

FIREMAN  (MECHANICALLY  FIRED  STATIONARY  BOILER) 

Specificatioiis  of  Class  0 1  (i 

Duties: 

Under  immediate  supervision,  to  fire  and  maintain  proper  steam  pressure  iu 
mechanically  fired  high-pressure  boilers  for  heating  or  power  purposes  in  a 
l)ower  plant,  school,  public  building,  or  institution;  to  do  such  cleaning  and 
repair  work  as  may  be  required  to  keep  the  boilers,  boiler  room,  and  boiler-room 
•equipment  in  proper  condition ;  to  keep  records  and  make  reports ;  in  the  absence 
of  a  Water  Tender,  to  be  responsible  for  maintaining  the  proper  water  level  In 
the  boilers ;  and  to  perform  related  work  as  required. 

Examples :  Weighing,  keeping  records  and  making  reports  on  coal  used,  and 
temperature  of  water ;  asslstltig  in  passing  coal  in  wheelbarrows  or  hand  cars 
and  In  removing  ashes;  operating  mechanical  stokers,  boiler  feed  pumps.  In- 
jectors, valves,  and  other  auxiliaries  of  a  boiler  room,  and  keeping  them  clean 
aDd  well  oiled ;  cleaning  fires,  drawing  ashes,  blowing  out  tubes  and  boilers,  and 
■cleaning  grate  bars ;  blowing  down  the  water  level  In  boilers. 

Qoaliilcatioiui: 

Common-school  education ;  not  less  than  two  years*  experience  in  t|ie  operation 
of  mechanical  stokers  In  a  power  or  steam  plant  of  large  capacity ;  ability  to 
keep  an  even  bed  of  fire  with  economic  use  of  fuel;  thorough  knowledge  of 
firing,  operating,  blowing  off,  cleaning,  and  keeping  In  good  condition  any  type 
of  fire  or  water  tube  stationary  boiler,  burning  any  grade  of  fuel ;  a  practical 
knowledge  of  operating  chain  grates,  or  automatic  stokers,  induced  draft  fans, 
^raft  regulators,  coal  handling  equipment,  and  economizers;  thorough  famili- 
arity with  the  operation  of  various  safety  appliances,  Injectors,  feed-water 
heaters  and  pumps,  and  boiler  feed  pumps ;  some  knowledge  of  valves  and  pip- 
ing, end  ability  to  assist  in  making  repairs  to  boiler-room  equipment  and  piping ; 
good  Judgment ;  strength ;  endurance ;  and  good  physical  condition.  > 

Principal  Lines  of  Promotion  * 

From :  Coal  Passer ;  Fireman-Laborer ;  Ice-Plant  Laborer. 

To:  Assistant  Office  Building  Engineman;  Water  Tender  ;  Oiler  (Power  Plant)  ; 
Refrigeration  Operator;  Boiler  Cleaner. 

Compensation  for  Gass 

Annual:  $1200 


252  RECLASSIFICATION  COliMXSSION  BEPOBTr— PABT  U, 

Title  of  Class  : 

BOILER  CLEANER 

Specifieatiou  of  Class  ^  ^ 

Duties:  Ol4 

Under  immediate  super\'i8lon,  to  clean  the  boilers  of  a  power  plant  or  central 
station;  to  put  in  grate  bars  and  make  general  repairs  to  the  boilers;  and  to 
perform  related  work  as  required. 

Examples :  Boring  tubes ;  cleaning  scale ;  washing  and  scraping  steam  dmm ; 
cleaning  manholes  and  manhole  plates ;  packing  and  grinding  valves ;  replftdng 
water-gauge  glasses;  testing  boilers  for  leaks;  cleaning  out  combustion  cham- 
bers ;  painting  boilers. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  practical  experience  on 
repairs  to  boilers ;  ability  to  make  minor  boiler  repairs ;  thorough  knowledge  of, 
and  ability  to  use,  power  tools  in  boiler  cleaning  work;  willingness  to  work 
under  trying  conditions ;  strength,  endurance,  and  good  physical  condition. 

Principal  lines  of  Promotion 

From:  Fireman.      , 

To:  Water  Tender;  Oiler  (Power  Plant). 

Compensation  for  Class 

Annual:  $1320 

TrrLE  OF  Class  : 

WATER  TENDER  r -i  ^ 

Specifications  of  Class  0  JL  t ) 

Duties: 

Under  supervision,  to  be  in  charge  of  and  responsible  for  the  proper  oonduct 
of  the  boiler  room  of  a  power  plant  or  central  station ;  to  supervise,  direct,  and 
instruct  subordinntes  in  their  duties ;  to  be  responsible  for  maintaining  proper 
water  level  In  steam  boilers ;  to  perform  the  duties  of  Fireman  or  Boiler  Cleaner 
in  an  emergency ;  to  assist  in  making  repairs ;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years*  practical  experience  In 
the  operation  of  a  power  plant  or  central  station  boiler  room ;  thorough  knowledge 
of,  and  ability  to  operate,  all  sizes  and  types  of  steam  boilers,  au:ipiliaries, 
boiler-room-  equipment,  and  coal  and  ash  handling  apparatus ;  ability  to  make 
all  operating  and  emergency  repairs  to  the  boiler-room  equipment;  ability  to 
liandle  men ;  good  Judgment ;  ability  to  think  and  act  quickly ;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From :  Fireman ;  Boiler  Cleaner ;  Refrigeration  Operator. 

To:  Oiler  (Power  Plant);  Assistant  Engineman;  Refrigeration  Engineman. 

Compensation  for  Class 

Annual:  |1380 

Title  of  Class  : 

OILER  (POWER  PLANT) 

Specifications  of  Class  t)±U 

Duties: 

Under  immediate  supervision,  to  maintain  oiling  devices  about  power-house 
machinery  in  proper  working  condition ;  to  regulate  the  flow  of  oil  to  all  bear- 
ings and  wearing  surfaces,  and  to  keep  oil  drains  open;  to  assist  the  Engine- 
man  in  the  performance  of  his  duties;  to  record  readings  and  make  reports; 
to  assist  in  making  repairs  to  machinery ;  and  to  perform  related  work  as  re- 
quired. 
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Examples:  Oiling  and  cleaning  engines,  steam  turbines,  presses,  air  com- 
pressors,  motors,  generators,  elevators,  pumps*  and  all  other  machinery,  either 
at  rest  or  in  motion ;  reading  dials  and  gauges ;  oiling  belts,  chain  drives,  and 
shafting;  polishing  bright  work;  collecting  waste  and  operating  oll-flltering 
machine;  helping  Englneman  to  start  and  stop  machinery;  assisting  in  per- 
formance tests. 

Qnalificatkiiis: 

Gommon>school  education;  not  less  than  three  years*  practical  experience  in 
a  power  plant  or  central-station  engine  or  boiler  room ;  understanding  of  run- 
ning in  bearings  and  the  care  of  hot  bearings ;  a  practical  knowledge  of  the 
qnantity,  quality  or  grade  of  lubricant  necessary  on  different  parts  of  ma- 
dilnery;  ability  to  make  minor  r^)alrs;  carefulness;  ability  to  think  and  act 
quickly ;  and  good  physical  condition. 

Principal  lines  of  Promotion 

From :  Water  Tender ;  Fireman ;  Refrigeration  Operator ;  Boiler  Gleaner. 
To:  Assistant  Ekiglneman;  Refrigeration  Englneman;  Dynamo  Tender;  Elec- 
tric Switch  Board  Operator. 

Compensation  for  Class 

Annnal:  |1200^1B20-$1440 

TiTLB  or  Class  : 
ASSISTANT  ENGINElfAN 

Specifications  of  Clnss  01/ 

Duties: 

Under  Immediate  supervision,  during  a  definite  period  or  watch,  to  assist  a 
Watch  Englneman  in  the  operation,  maintenance,  and  repair  of  power  and 
pamping  machinery  in  a  large  power  plant  or  pumping  station ;  to  act  for  the 
Englneman  in  his  absence ;  and  to  perform  related  work  as  required. 

Examples:  Assisting  in  directing  and  In  doing  the  work  in  a  boiler  room; 
making  rQ>alrs  to  engines,  boilers,  pumps,  and  other  machinery;  assisting  in 
starting  and  stopping  en^^nes,  pumps,  and  boilers;  oiling  and  cleaning  ma- 
chinery ;  taking  readings  of  dials,  gauges,  and  meters ;  keeping  engine-room  log. 

Qsalificationa: 

Common-school  education;  a  license  granted  by  the  Commissioners  of  the 
District  of  Columbia  to  operate  steam  engines ;  not  less  than  three  years'  prac- 
tical experience  in  responsible  positions  in  boiler  and  engine  room  work  in  a 
power  plant  or  central  station ;  ability  to  make  repairs  to  machinery ;  and  good 
physical  condition.. 

Principal  Lines  of  Promotion 

From:  Oiler  (Power  Plant) ;  Water  Tender;  Dynamo  Tender. 
To:  Watch  Englneman. 

Compensation  for  Class 

Annual:  $1620 

Title  of  Class  : 

WATCH  ENGINElfAN  ^  ..  ^ 

Specifications  of  Class  0 1  ^> 

Duties: 

Under  the  direction  of  an  Engineman-in-Charge,  and  during  a  definite  period 
or  watch,  to  be  in  charge  of  the  operation,  maintenance,  and  repair  of  boilerH, 
eigines,  and  power  or  pumping  machinery  in  a  large  power  plant,  central  sta- 
tion, service  station,  or  pumping  station ;  to  supervise,  direct,  and  instruct  sub- 
ordinates in  their  duties;  to  direct  the  operations  of  the  boiler  and  engine 
rooms,  auxiliaries,  and  all  other  machinery;  to  lieep  records  and  make  reports; 
to  act  for  the  Engineman-in-Charge  during  his  absence ;  and  to  perform  related 
work  as  required. 

Examples:  Operating  slide  valve,  Corliss  reciprocating  engines,  or  condens- 
ing or  non-condensing  high  or  low-pressure  turbines,  for  driving  either  belt  or 


J 


254  RECLASSIFICATIOl^  COMMISSIOIT  BSPOBT — PABT  H. 

direct  connected  power  apparatus ;  operating  the  tain^est  types  of  modem  pfump- 
ing  and  electrical  macliinery  and  auxiliary  machinee,  including  air  and  ga» 
compressors,  steam  pumps,  and  macerating  machines;  directing  the  work  of  fir- 
ing boilers  and  lubricating  equipment;  locating  pounds;  taking  up  bearings; 
packing  pistons,  and  making  other  minor  repairs;  directing  the  operation  of 
refrigerating,  air  or  water  cooling  machinery,  hot  water  heating,  and  yentUatiiig 
systems,  supervising  and  making  repairs  to  elevators,  presses,  piping  and  wir- 
ing systems;  keeping  records  of  station  performance;  assisting  In  station  tests; 
supervising  operation  of  electric  switchboard  and  the  charging  of  batteries. 

QaalificationB: 

Common-school,  preferably  high-school  education;  a  license  granted  by  the 
Commissioners,  District  of  Columbia,  to  operate  steam  engines;  not  less  than 
four  years'  experience  in  boiler  and  engine-room  work  in  a  power  plant  or 
central  station,  one  of  which  shall  have  been  in  responsible  charge  of  engine 
room;  ability  to  make  minor  repairs  and  to  overhaul  and  supervise  upkeep 
of  equipment;  familiarity  with  steam-generating  apparatus,  economizers,  in- 
jectors, etc.;  some  knowledge  of  electrical  generators  and  switchboard  control: 
executive  ability:  resourcefulness;  ability  to  think  and  act  quickly  in  emer- 
gencies, and  to  handle  men ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Assistant  Bngineman;  Refrigeration  Enginenuin. 
To:  E&gineman-in-Charge ;  Assistant  Chief  En^eman. 

Compensation  for  Class 

Annual:  |162(>-|1680-^1740-<1800 


TiTLB  OP  Class: 

ENGINEMAN-IN-CHARGE  ^ 

Specifications  of  Class  OlJ 

Duties: 

Under  general  direction,  to  have  responsible  charge  of  the  operation,  main- 
tenance, and  repair  of  boilers,  engines,  and  electrical  generating  equipment  in 
a  power  plant  or  central  station  for  the  production  of  heat,  light,  and  power^ 
and  the  utilization  of  macliinery  for  refrigeration,  ventilation,  pumping,  and 
other  purposes;  to  supervise,  direct,  assign,  and  Instruct  Englnemen  or  Asslst- 
tint  Kngluenien,  Oilers.  Firemen,  Coal  Passers,  and  other  assistants  In  their 
duties ;  to  keep  records,  receive  and  make  reports,  compute  station  performance 
and  perform  other  miscellaneous  clerical  work;  to  indicate  engines,  set  valves, 
and  run  tests;  in  some  cases,  to  have  charge  of  and  direct  the  work  In  shops, 
foundries,  etc.,  connected  with  the  plant  or  station;  to  make  requisitions  for 
materials  and  equipment ;  to  issue  schedules  for  the  operation  of  the  machines ; 
to  order  and  supervise  the  making  of  repairs ;  to  make  inspections ;  and  to  per- 
form related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  a 
license  granted  by  the  Commissioners  of  the  District  of  Columbia  to  operate 
steam  engines;  not  less  than  six  years*  experience  in  boiler  and  engine-room 
work  in  a  power  plant  or  central  station,  three  of  which  shall  have  been  in 
responsible  charge  of  the  engine  room ;  ability  to  operate  any  type  of  modem 
engine,  turbine,  compressor,  and  auxiliary  power  or  steam  apparatus  In  a  cen- 
tral power  or  pumping  station:  familiarity  with  steam-generating  apparatus 
and  auxiliaries,  electrical  generators,  and  switchboard  control;  resourcefulness: 
ability  to  think  and  act  quickly  in  emergencies;  ability  to  direct  men;  and 
good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Watch  Engineman. 

To:  Assistant  Chief  Engineman. 

Compensation  for  Class 

Annual:  $18eO-$1020-|1980-$2040-$2100 
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Tmx  OP  Olabb: 

ASSISTANT  CHIEF  EN6INEMAN  ^ 

Specificatioiis  of  CUm  0  <C  U 

Duties: 

Under  the  direction  of  a  Chief  Engineuian,  to  he  responslhle  for  the  proper 
maintenance  and  repair  of  equipment  In  the  largest  type  of  Government  power 
plant  or  central  station  In  the  District  of  Columbia;  to  supervise  and  direct 
subordinates  In  this  work ;  to  assist  the  Chief  Englneman  in  his  duties ;  to  act 
for  the  Chief  Englneman  or  as  Watch  Englneman  in  their  absence ;  to  Indicate 
engines,  set  valves,  and  develop  the  highest  possible  eflflclency  In  the  plant;  to 
keep  records  and  make  reports ;  and  to  perform  related  work  as  required. 

Qualillcatidiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  a 
license  granted  by  the  Commissioners  of  the  District  of  Columbia  to  operate 
steam  engines;  not  less  than  eight  years'  practical  experience  in  power-plant 
or  eentral-statlon  work,  five  of  which  shall  have  been  In  responsible  charge  of 
a  large  plant ;  thorough  knowledge  of  and  ability  to  operate  all  types  of  modem 
power-plant  or  central-station  machines,  auxiliary  apparatus,  and  equipment; 
knowledge  of  all  factors  entering  into  power-plant  or  central-station  efficiency, 
and  ability  to  put  this  knowledge  into  practice;  ability  to  direct  men;  ad- 
ministrative ability ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Engineman-ln-Charge ;  Watch  ESngineman. 
To:  Chief  Englneman. 

Compensation  for  Class 
Annual:  $2400 

TmjE  OF  Class  : 
CHIEF  ENGINEIf  AN 

Specillcations  of  Class  fl  2  I 

Duties:  "^^^ 

Und^'r  the  general  direction  of  a  Mechanical  Engineer,  to  be  the  executive 
and  administrative  head  of  the  division  charged  with  the  production  of  heat, 
light,  and  power,  refrigeration  and  ventilation.  In  the  largest  type  of  a  Govern- 
ment power  plant  or  central  station  In  the  District  of  Columbia ;  to  write  speci- 
fications for,  Install,  operate,  maintain  and  repair  piping,  wiring,  machinery, 
apparatus,  and  equipment  in  such  a  plant ;  to  investigate  mechanical  problems 
and  request  Installations ;  to  recommend  purchases ;  to  make  inspections,  keep 
records,  make  reports,  and  perform  other  clerical  work;  to  supervise,  direct, 
and  be  responsible  for  the  proper  conduct  of  subordinates;  to  act  for  the 
mechanical  engineer  in  his  absence;  and  to  perform  related  work  as  required. 

Qnalificatlons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
preferably  tedmlcal  school  or  college  training;  a  license  granted  by  the  Com- 
missioners of  the  District  of  Columbia  to  operate  steam  engines ;  not  less  than 
10  years*  practical  exi)erience  in  power-plant  or  central-station  work,  eight  of 
which  shall  have  been  in  responsible  charge  of  a  large  plant ;  familiarity  with, 
and  ability  to  direct  all  details  of  operation  of  stationary  steam  engines  and 
turbines,  boilers,  and  auxiliary  equipment  of  all  types  and  capacities ;  thorough 
knowledge  of  the  operation  and  control  of  direct  and  alternating  current  genera- 
tors, exciters,  switchboards,  transforming,  switching,  and  protective  apparatus, 
and  all  auxiliary  apparatus ;  ability  to  make  performance  tests  of  engines,  gen- 
erators, and  boilers,  and  to  ke^  complete  and  accurate  records  of  plant  opera- 
tion, and  the  maintenance  of  plant  equipment;  ability  to  direct  men;  adminis- 
trative ability ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From :  Assistant  Chief  Enginemen : 

Compensation  for  Class 

Annual:  $3000- 
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BBFBIQIDRATION 


Title  of  Glass  : 

ICE  PLANT  LABORER 

Specifications  of  Class  O^^ 

Duties: 

Under  immediate  supervisloii,  to  operate  can-thawing^  and  core-pulling  appa- 
ratus in  an  ice  manufacturing  plant;  to  deliver  and  store  Ice;  to  dean  the 
storage  and  ice  room ;  to  assist  a  Refrigeration  Operator,  a  Refrigeratkm  En- 
glneman  or  an  Englishman  (power  plant,  or  central  station)  in  such  work  as 
ordered ;  to  do  miscellaneous  laboring,  cleaning,  or  Janitor  work ;  and  to  per- 
form related  work  as  required. 

QoaUflcatioiui: 

Ability  to  read  and  write;  some  practical  experience  in  the  operating  of 
ice-freezing  tanks  and  familiarity  with  the  proper  operating  of  ice-tank  cranea 
and  core-pulling  and  can-thawing  apparatus ;  physical  strength. 

Principal  Iifnea  of  Piomotlon 

To:  Fireman-Laborer  (Low  Pressure  Boiler). 

* 

Compensation  for  Class 

Annual:  $1080 

TiTLS  OF  Class  : 
REFRIGERATION  OPERATOR 

Spodficatlons  of  Class  5  2  eJ 

Duties: 

Under  immediate  supervision,  to  perform  one  or  more  of  the  following  func- 
tions:— (1)  to  assist  in  the  operation  of  refrigerating,  ice-maldng,  water  or  air- 
cooling  machinery,  and  auxiliaries  of  an  ice-making,  refrigerating,  or  cold  stor- 
age plant;  incidentally  (2)  to  act  as  Watch  Engineman  under  the  immedi- 
ate direction  and  instruction  of  a  Refrigeration  or  other  Engineman;  (3)  to 
assist  In  or  make  plumbing,  electrical,  steamfittlng,  and  other  repairs,  and 
to  do  general  work  in  a  machine  shop  as  ordered;  (4)  to  perform  the  work 
of  a  fireman  in  a  power-plant  or  central-station  boiler  room ; — and  to  perform 
related  work  as  required. 

QnaliflcatioBs: 

Ck>mmon-school  education;  not  less  than  two  years'  practical  experience  in 
a  power-plant  or  central-station  boiler  or  engine  room  and  one  year  in  the  prac- 
tical operation  of  ice-making,  refrigerating,  or  cold  storage  plant  machinery; 
sufficient  ability  as  a  mechanic  to  make  repairs ;  good  knowledge  of  ammonia 
refrigerating  systems  and  piping;  carefulness,  good  judgment,  and  physical 
strength. 

Principal  lines  of  Promotion 

From:  Fireman. 

To:  Refrigeration  Engineman;  Water  Tender;  Oiler  (Power  Plant). 

Compensation  for  Qass 

Annual:  $1S20 

Title  ot  Glass: 
REFRIGERATION  ENGINEMAN 

Specifications  of  Class  JS  2  4 

Duties:  ^^^ 

Under  supervision,  to  operate,  maintain,  and  repair  circulating  fans,  com- 
pressors, pumps,  agitators,  and  other  refrigerating,  ice-making,  and  water  or 
air  cooling  machinery,  piping  and  valves;  to  be  responsible  for  thes>^^& 
issuing,  and  storing  of  artificial  ice;  to  maintain  artfidally  lowered  tempera- 
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tures  in  rooms  used  for  experimental  purposes ;  to  have  charge  of  and  operate 
fecial  pumps  and  other  machinery ;  to  have  charge  of  thermographs,  to  read 
gauges,  to  keep  prescribed  records,  and  make  reports;  to  supervise,  instruct, 
and  direct  subordinates;  to  assist  in  or  make  repairs  to  the  plant;  to  make 
tests;  and  to  perform  related  work  as  required. 

QnaMcatioiiB: 

Common-school  and  preferably  high-school  or  technical  education;  not  less 
than  three  years'  practical  experience  in  the  operation  of  an  Ice,  refrigera- 
tion, or  cold-storage  plant;  a  license  granted  by  the  Ck>mmlssioners  of  the 
District  of  Columbia  to  operate  steam  engines;  skill  In  the  care  of  steam  or 
motor  driven  ammonia  compressors,  tanks,  expansion  colls,  receivers,  ammonia 
systems,  ammonia  piping,  pimips,  and  auxiliary  apparatus;  working  knowledge 
of  boilers,  pumps,  heaters,  and  general  power-plant  equipment ;  ability  to  make 
necessary  repairs;  carefulness;  and  good  judgment 

Principal  Lines  of  Promotion 

From:  Refrigeration  Operator;  Water  Tender;  Oiler  (Power  Plant). 
To:  Watch  Engineman  (Power  Plant). 

Compensation  for  Class 

Annual:  $1620 

OTHER  CLASSES  IN  THE  ENGINEMAN  SERVICE. 


Title  of  Ciass: 

COMPRESSOR  OPERATOR  (AIR  AND  GAS) 

r'  o  r 

Specifications  of  Class  OCO 

Duties: 

Under  general  direction,  to  operate,  maintain,  and  repair  air  and  gas  com- 
pressors used  in  the  production  of  liquid  air  and  other  liquefied  or  highly 
compressed  gases;  to  prepare  limited  designs,  and  to  construct  and  Install 
apparatus  for  such  purposes;  to  keep  records  and  make  reports;  and  to  per- 
form related  work  as  required. 

Common  Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  college  or  technical  school  training ;  not  less  than  three  years' 
experience  and  proven  ability  In  the  operation,  construction,  and  repair  of 
various  kinds  of  steam  or  motor  driven  air  or  gas  compressors  for  hlgh-pres- 
siire  gas  compression ;  familiarity  with  high-pressure  piping,  valves,  and  fit- 
tings, and  the  handling  of  liquefied  and  Inflammable  gases  In  gasometers, 
tanks,  and  bottles ;  carefulness  and  trustworthiness. 

Compensation  for  Class 

Annual:  $1620 

Title  or  Ci^ss: 
CREMATORIUM  ENGINEMAN 

Specifications  of  Class 

Duties: 

Under  the  general  direction  of  the  Health  Officer  of  the  District  of  Colum- 
bia, to  be  in  responsible  charge  of,  and  to  operate  and  maintain,  a  crema- 
torium for  the  incineration  of  dead  bodies  of  human  beings;  to  take  care  of 
the  crematorium  and  grounds;  to  operate  and  maintain  disinfecting  plants 
as  ordered ;  to  make  reports  and  keep  records ;  and  to  perform  related  work 
IS  required. 

Qoalifieations: 

Common-school  education;  a  license  granted  by  the  Commissioners  of  the 
District  of  Columbia  to  operate  steam  engines ;  not  less  than  two  years'  expe- 
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rience  In  the  operation  of,  and  ability  to  make  minor  repairs  to,  steam  engines, 
standard  dlsinfectors,  and  oil-burning  crematories ;  thorough  knowledge  of  the 
operation  and  construction  of  standard  dlsinfectors  and  oll-bumlng  crema- 
tories; reliability,  carefulness,  tact,  courtesy,  and  good  physical  condition. 

Compensation  for  Class 

Annual:  $1560-$162a-$1680 

Title  of  Class  : 

EXAMINER  OF  STEAM  ENGINEMEN  ^ 

Specifications  of  Class  O^  i 

Duties: 

Under  the  general  direction  of  the  Commissioners  of  tlie  District  of  Colum- 
bia, and  in  accordance  with  such  rules  and  regulations  as  they  shall  from 
time  to  time  provide,  to  examine  persons  applying  for  licenses  to  operate  steam 
plants;  to  prepare  questions  and  conduct  and  grade  examinations;  to  make 
recommendations  for  the  issuance  or  suspension  of  steam  enginemen's  licenses; 
to  keep  records  and  make  reports;  to  examine  and  test  steam  plants  In  the 
District  of  Columbia,  except  those  owned  by  the  United  States  Government 
or  those  Inspected  by  the  Department  of  Commerce  and  the  Steamboat  In- 
spection Service,  and  to  order  their  disuse,  If  defective  and  dangerous  to  life, 
limb,  or  property,  until  satisfactory  repairs  or  adjustments  have  been  made; 
to  examine  persons  under  18  years  of  age  appilylng  for  licenses  to  operate 
motor-driven  vehicfles,  and  make  recommendations  concerning  the  granting 
of  such  licenses ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  active  service  in  various  positions  In  the  boiler  and 
engine  room  of  a  steam-power  plant  and  broad  experience  in  charge  of  steam- 
power  plants;  thorough  practical  and  theoretical  knowledge  of  the  design  of 
steam  boilers,  steam  engines,  and  automotive  engines;  detailed  knowledge  of 
the  traffic  regulations  of  tlie  District  of  Columbia  and  of  the  operation  of 
motor  vehicles;  and  mature  Judgment. 

Compensation  for  Class 

Annual:  $360 

Title  of  Class: 

INSPECTOR  OF  STEAM  BOILERS 

Specifications  of  Class  O^C^ 

Duties: 

Under  the  general  direction  of  the  Commissioners  of  the  District  of  Colum- 
bia, to  make  annual  inspections  and  detailed  examinations  of  high-pressure 
steam  boilers  and  appurtenances  In  the  District  of  Columbia,  excepting  those 
owned  or  operated  by  the  United  States  Government  or  inspected  by  the  United 
States  Steamboat  Inspectors ;  to  issue  certificates  when  boilers  are  found  in  good 
condition  ;  to  order  the  disuse  of  boilers  If  defective  and  dangerous  to  life,  limb, 
or  property,  until  satisfactory  repairs  or  adjustments  have  been  made;  to  con- 
demn boilers  found  unfit  for  further  use ;  to  keep  records  and  make  reports ;  to 
be.  by  statute,  chalnnan  of  the  board  charged  with  the  examination  of  steam 
enginemen ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
highest  class  license  as  a  steam  englneman  issued  by  the  Commissioners  of  the 
District  of  Columbia;  not  less  than  five  years'  exi>erlence  In  various  positions 
In  the  boiler  and  engine  room  of  a  steam-power  plant  and  at'  least  five  years' 
exiierlence  as  a  practical  water  and  fire  tube-boiler  Inspector  In  private  or 
civil  employ,  or  as  a  foreman  in  a  large  boiler  shop;  thorough  knowledge  of 
boiler-construction  details  and  a  good  working  knowledge  of  boiler  design,  and  a 
A.  S.  M.  E.  Standard  boiler  code  and  rules;  ability  to  calculate  proper  thick- 
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Dess  of  plates,  stresses,  size  and  spacing  of  rivets,  size  and  placing  of  boiler 
tubes,  outlets,  safety  valves,  manholes,  and  grate  surface ;  familiarity  with  usual 
boiler  defects,  and  ability  to  recommend  corrections;  knowledge  of  plugging 
tubes,  putting  on  patches,  and  expedients  to  keep  boilers  running  In  emergen- 
cies: practical  familiarity  with  boiler  testing;  knowledge  of  standard  reports 
and  forms  for  their  use,  and  ability  to  make  reports ;  ability  to  enter  a  boiler 
manhole  11  by  15  inches ;  and  to  withstand  excessive  heat  in  a  boiler ;  ability 
to  think  and  act  quickly  In  emergencies  and  to  handle  men ;  tact ;  resourceful- 
ness ;  good  eyesight,  and  good  physical  condition. 

Conpensation  for  Gam 
Annual:  |21<X) 


19.  THE  FARM,  GARDEN,  AND  PARK  MAINTE 

NANCE  SERVICE 


Thi%  sertHce  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  connection  with  the  production  of  crops  or  nursery 
stock,  with  greenhouses  and  gardens,  with  the  care  of  trees,  and  parkings 
or  the  maintenance  and  construction  of  park  improvements,  or  with  the  care 
and  custody  of  animals. 

Fabmino : 

Farm  Hand 

Farm  Foreman  • 

Farm  Superintendent 

AaaUtant  Dalrrman 
Dairyman 

Ordiardlst 

Poultry  Man 

Swlno  Herdsman 

Oabdbnino  : 

Gardener*!  Helper 

AMiatant  Gardener 

Gardener 

Foreman  Gardener 

Aselatant  Garden  Saperlntendent 

Garden  Saperlntendent 

Special  Plant  Propagator 

Tree  Snryeon 

Pask  Maintbnancb  and  Constbuctiow  : 
Park  Laborer 

Snbforeman,  Park  Laboren 
Foreman  of  Park  Maintenance 
Foreman  of  Park  Constmctlon 
Park  Diyiaion  Saperriaor 

Superintendent  of  Gronnde,  United  Statei  Soldien'  Home 

AMiatant  Saperlntendent  of  Tree*  and  Paikinc— Dlatrlct  of  Columbia 
Superintendent  of  Trees  and  Parldns — ^District  of  Columbia 

Asalatant  Animal  Keeper 
Animal  Keeper 
Head  Animal  Keeper 


FARMING 


Title  of  Class  : 

FARM  HAND  ^^^^ 

Specifications  of  Class  0  ^  « ' 

Duties:  ^ 

Under  supw«vislon,  to  perform  general  labor  in  connection  with  farm  opera- 
tion. 

Examples:   Plowing  and   harrowing;   planting,   cultivating  and   harvesting 
•crops;  attending  to  live  stock;  doing  chores;  cleaning  stables;  milking  cows. 
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Qnalifications: 

Preferably  common-school  education ;  and  not  less  than  one  year's  experience 
In  farm  work. 

Principal  Lines  of  Promotion 

To:  Fann  Foreman;  Orchardist;  Poultry  Man;  Swine  Herdsman;  Assistant 
Dairyman;  Dairyman. 


Compensatimi  for  Class 


Armual:  $1080-$1140 

Title  of  Ci^ss  : 
FARM  FOREMAN 


530 


Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  the  planting,  cultivating  and  harvesting  of 
crops,  the  care  of  farm  machinery,  stock,  and  farm  animals,  and  other  work 
incident  to  the  operation  of  farms,  and  to  perform  such  work  when  necessary ; 
to  direct  Farm  Hands  and  I^aborers ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  long  experience  In  farm  work ;  and  ability  to  direct 
farm  employees. 

Principal  Lines  of  Promotion 

From:  Farm  Hand. 

To:  Farm  Superintendent. 

Compensation  for  Class 

Annual:  $126(>-|1320-$1380-$144(V41500  » 


531 


TnxE  OF  Class  : 

FARM  SUPERINTENDENT 

Specifications  of  Class 

Duties: 

To  6uper\-i8e  and  have  general  management  of  the  operation  of  a  farm, 
including  the  fertilization  and  cultivation  of  soil,  the  production  of  crops, 
and  the  care  and  management  of  farm  and  dairy  animals  and  poultry;  to 
supervise  the  sale  of  farm  products  when  required ;  to  direct  the  labor  of  farm 
employees;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  preferably  training  equivalent  to  that  represented 
hy  graduation  from  an  agricultural  high  school,  with  general  instruction  in 
s^>i!s,  crops,  and  animal  husbandry;  extended  experience  in  the  operation  and 
snf)ervi.sion  of  farms;  executive  ability  and  good  Judgment. 

Principal  Lines  of  Promotion 

From:  Farm  Foreman. 

Compensation  for  Class 

Annual :  $180(>-$192a-$2040 

Title  of  Class: 
ASSISTANT  DAIRYMAN 


531 


Specifications  of  Class 
Duties: 

Under  supervision,  to  assist  in  general  dairy  work  as  required. 

Examples :  Milking ;  feeding  cows  and  young  stock ;  keeping  milk  records ; 
dc-aning  animals  and  stables :  assisting  in  pasteurizing  milk ;  separating  cream ; 
making  butter;  distributing  milk. 
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Qualifications: 

Common-school  education ;  and  not  less  than  one  year's  experience  in  dairy 
work. 


Principal  Lines  of  Promotion 


From:  Farm  Hand. 
To:  Dairyman. 


Compensation  for  Class 


Annual:  $1080-$1140 
Title  of  Class  : 

DAIRYMAN  ^  r)  .- 

Specifications  of  Class  Oufi 

Duties: 

To  feed,  milk,  and  care  for  dairy  cows ;  to  attend  to  the  breedinjf  of  dairy 
animals  and  the  care  of  young  stock ;  to  care  for  milk  and  cream ;  to  operate 
and  care  for  separators  and  pasteurizing  machinery ;  to  make  butter :  to  keep 
dairy  barns  and  dairy  equipment  and  machinery  in  a  sanitary  condition;  to 
supervise  employees  engaged  in  such  work;  and  to  perform  related  work 
as  required. 

Qualifications: 

Common  school  education;  preferably  training  equivalent  to  that  repre- 
sented by  graduation  from  an  agricultural  high  school,  with  courses  in  dairy- 
ing and  creamery  management;  and  not  less  than  three  years'  experience  in 
the  care  and  management  of  dairy  animals,  and  in  the  operation  and  care  of 
dairy  machinery  and  the  manufacture  of  dairy  products. 

Principal  Lines  of  Promotion 

From  'J  Farm  Hand  :  Assistant  Dairyman.    . 

Compensation  for  Class 

Annual :  $1260-$1380-$1500^1620 


Title  of  Class  : 

ORCHARDIST  ^^ 

Specifications  of  Class  00*4 

Duties: 

To  supervise  and  to  perform  work  in  connection  w^ith  the  planting,  trimming, 
spraying,  and  general  operation  of  orchards,  including  the  harvesting  and 
care  of  orchard  crops ;  and  to  i)erform  related  work  as  required. 

Qualifications: 

Preferably  training  equivalent  to  that  represented  by  graduation  from  an 
agricultural  high  school,  with  courses  in  orchard  management,  and  not  less 
than  three  years'  practical  experience  in  orchardiqfe;  or,  in  the  absence  of 
such  school  training,  common  school  education  and  not  less  than  five  years* 
experience  in  the  care  and  management  of  orchards. 

Principal  Lines  of  Promotion 

From:  Farm  Hand. 

Compensation  for  Class 

Annual:  $n40-$1800-$1860-$1920 


Tftle  of  Class  : 
POULTRY  AaN 

r*  o  r 

Specifications  of  Class  Out) 

Duties: 

Under  direction,  to  feed  and  care  for  poultry;  to  rear  and  care  for  young 
stock;  to  operate  Incubators  and  brooders;  to  supervise  such  work;  and  to 
perform  related  work  as  required. 
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QoalificatioiiB: 

Common-school  education ;  and  not  less  than  three  years*  experience  in  the 
care  of  poultry. 

Principal  Lines  of  Promotion 

From :  Farm  Hand. 

Compensation  for  CUas 

Annual :  $120a-$126(M1320 

Title  of  Class  : 

SWINE  HERDSMAN  5  3  () 

Specifications  of  Class 
Duties; 

Cinder  direction,  to  attend  to  the  care  of  hogs,  the  breeding  of  swine,  and  the 
rearing  of  pigs ;  to  care  for  pens  and  Inclosures ;  and  to  perform  related  work 
as  required. 

Qualificationa: 

Preferably  common-school  education ;  and  not  less  than  two  years*  experi^ice 
in  the  care  and  management  of  swine. 

Principal  Lines  of  Promotion 

From :  E^m  Hand. 

Compensation  for  Clasa 

Annual:  $120(M1260-|1320 

GARDENING 


537 


Title  of  Ciass  : 
GARDENER'S  HELPER 

Specifications  of  Class 

Duties: 

Under  immediate  supervision,  to  perform  general  and  routine  work  about 
gardens,  grounds  and  greenhouses. 

Examples :  Mowing  and  raking  lawns ;  cultivating  shrubbery ;  carrying  plants 
and  soil ;  mixing  soil ;  assisting  gardeners  in  potting  plants ;  watering  flowers ; 
keeping  fires ;  performing  general  labor  as  required. 

Qnalificationa: 

Ability  to  read  and  write. 

Compensation  for  Class 

Annual:  $1080 

TmjE  OF  Class  : 
ASSISTANT  GARDENER 

Specifications  of  Class  OtJO 

Duties: 

Under  the  immediate  supervision  of  a  Foreman  Gardener  or  a  Gardener, 
to  perform  gardening  and  greenhouse  work  and  to  receive  instruction  in  the 
fundamentals  of  gardening;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  aptitude  for  gardening;  and  age  of  not  less  than 
17  years. 

Principal  Lines  of  Promotion 

To:  Gardener. 

Compensation  for  Class 

Annual:  $108(V-$1140-$1200-$1260-$1320 
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TiTUB  OF  Class: 
GARDENER 


Specifications  of  Class  ^'^^l 


Duties: 

Under  supervision,  to  perform  general  gardening  work. 

Examples:  Propagating  flowering  plants,  shrubs,  ornamentals,  and  nurserr 
stock;  transplanting;  watering;  cultivating;  growing  plants  in  cold  frames, 
gardens,  and  parks;  growing  vegetables;  bedding  plants;  operating  greea* 
houses. 

Qualifications: 

Common-school  education  and  not  less  than  four  years*  experience  in  prac- 
tical gardening  and  greenhouse  management';  or,  training  equivalent  to  thit 
represented  by  graduation  from  an  agricultural  high  school,  with  courses  in 
gardening  and  greenhouse  management,  and  not  less  than  two  years'  practical 
experience  in  general  gardening  under  competent  supervision ;  familiarity  with 
the  names  and  requirements  of  plants,  and  ability  to  pass  a  practical  test  in 
gardening. 

Principal  Lines  of  Promotion 

From:  Assistant  Gardener. 

To:  Foreman    Gardener;    Assistant    Garden    Supei^intendent ;    Special   Plant 
Propagator:  Tree  Surgeon. 

Compensation  for  Class 

Annual:  $1380-$1440-^1500 

Title  of  Class  : 
FOREMAN  GARDENER 

Specifications  of  Class  5)40 

Duties:  ^^^' 

Under  general  supervision,  to  direct  and  supervise  the  work  of  Gardeners, 
Assistant  Gardeners,  Gardeners'  Helpers,  and  laborers;  and  to  perform  tlie 
work  of  a  Gardener  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  gardening  and  greenhouse  management;  not  less 
than  three  years'  practical  experience  in  gardening  work,  at  least  two  of 
which  shall  have  been  spent  as  Gardener;  familiarity  with  the  names  and  re 
quirements  of  plants ;  ability  to  plan  and  direct  the  work  of  others,  and  to  pass 
a  difficult  practical  test  in  gardening.  ^  • 

Principal  Lines  of  Promotion 

From :  Gardener. 

To:  Garden  Superintendent;  Assistant  Garden  Superintendent. 

Compensation  for  Class 

Annual :  $1620-$1680-$1740-$1800 


Title  of  Class  : 

ASSISTANT  GARDEN  SUPERINTENDENT 

Specifications  of  Class  {341 

Duties: 

Under  the  direction  of  a  Garden  Superintendent  or  other  superior,  to  assist 
in  the  administrative  direction  and  supervision  of  the  grow^ing  and  care  of 
trees;  shrubs,  ornamentals,  and  other  plants,  and  the  maintenance  of  extensive 
gardens,  nurseries,  parks,  parkings,  greenhouses,  flower  beds,  or  grounds:  to 
keep  ordinary  records ;  occasionally  to  participate  in  such  work ;  and  to  p?r 
form  related  work  as  required. 
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Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
hif:li  school,  with  courses  in  gardening  and  greenhouse  managemeiit ;  and  not 
less  than  four  years'  practical  experience  in  various  lines  of  gardening,  at 
least  one  year  of  which  shall  have  been  in  supervising  or  directing  the  work 
of  gardeners  and  laborers. 

Principal  Lines  of  Promotion 

From:  Gardener;  Foreman  Gardener;  Special  Plant  Propagator. 
To:  Garden  Superintendent. 

Compensation  for  Class 

Annual :  |186O-$1920-$1980-$2040 


Titfj:  of  Class:  S   . 

GARDEN  SUPERINTENDENT 

Specifications  of  Class  /)  A  t^ 

Duties:  *^^^ 

Under  general  direction,  to  have  administrative  charge  of  and  direct  the 
growing,  planting,  and  care  of  trees,  shrubs,  ornamentals,  or  other  plants,  and 
the  maintenance  of  extensive  gardens,  nurseries,  parks,  parkings,  greenhouses, 
flower  beds,  or  gardens;  to  direct  the  activities  of  employees  engaged  in  such 
work ;  to  keep  ordinary  records ;  and  to  perform  other  related  work. 

Qualificationa: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  'gardening  and  greenhouse  management;  not  less 
than  six  years'  experience  In  the  work  of  gardening,  at  least  two  of  which  shall 
have  been  spent  in  supervising  or  directing  the  work  of  gardeners  and  laborers ; 
and  administrative  ability. 

Principal^ Lines  of  Promotion 

From:  Foreman  Gardener;  Special  Plant  Propagator;  Assistant  Garden  Super- 
intendent. 

Compensation  for  Class 

Annual:  ¥240a-|2520-$264a-|2760 


Title  of  Class: 

SPECIAL  PLANT  PROPAGATOR 

Specifications  of  Class  f)  4  f  1> 

Duties:  ^^  ^ 

To  propagate  and  care  for  rare  and  valuable  plants  and  those  whose  care 
presents  unusual  difficulty  or  requires  the  exercise  of  special  skill. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  In  gardening  and  greenhouse  management;  not  less 
than  six  years'  experience  in  the  propagation  and  care  of  plants,  at  least  three 
of  which  shall  have  been  spent  as  a  Gardener ;  familiarity  with  the  names  and 
requirements  of  rare  plants ;  special  skill  and  aptitude  for  the  work ;  and  ability 
to  pass  a  difficult  practical  test  In  gardening  and  plant  propagation. 

Principal  Lines  of  Promotion 

From:  Gardener. 

To:  Assistant  Garden  Superintendent;  Garden  Superintendent. 

Compensation  for  Class 

Annual:  $2160-$2280-$2400 
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Title  of  Class: 
GARDENER 


Specifications  of  Class  ^'^H 


Duties: 

Under  supervision,  to  perform  general  gardening  work. 

Examples:  Propagating  flowering  plants,  shrubs,  ornamentals,  and  nursery 
stock;  transplanting;  watering;  cultivating;  growing  plants  in  cold  frames, 
gardens,  and  parks;  growing  vegetables;  bedding  plants;  operating  green- 
houses. 

Qualifications: 

Common-school  education  and  not  less  than  four  years'  experience  in  prac- 
tical gardening  and  greenhouse  management';  or,  training  equivalent  to  that 
represented  by  graduation  from  an  agricultural  high  school,  with  courses  In 
gardening  and  greenhouse  management,  and  not  less  than  two  years'  practical 
experience  in  general  gardening  under  competent  supervision ;  familiarity  with 
the  names  and  requirements  of  plants,  and  ability  to  pass  a  practical  test  in 
gardening. 

Principal  Lines  of  Promotion 

From:  Assistant  Gardener. 

To:  Foreman    Gardener;    Assistant    Garden    Supei:intendent ;    Special   Plant 
Propagator:  Tree  Surgeon. 

Compensation  for  Class 

Annual :  $1380-$1440-$1500 

Title  of  Class  : 
FOREMAN  GARDENER 

Specifications  of  Class  •S4'(l 

Duties:  ^^^ 

Under  general  supervision,  to  direct  and  supervise  the  work  of  Gardeners, 
Assistant  Gardeners,  Gardeners'  Helpers,  and  laborers;  and  to  perform  the 
work  of  a  Gardener  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  gardening  and  greenhouse  management;  not  less 
than  three  years'  practical  experience  in  gardening  work,  at  least  two  of 
which  shall  have  been  spent  as  Gardener;  familiarity  with  the  names  and  re- 
quirements of  plants ;  ability  to  plan  and  direct  the  work  of  others,  and  to  pass 
a  difficult  practical  test  in  gardening.  . 

Principal  Lines  of  Promotion 

From:  Gardener. 

To:  Garden  Superintendent;  Assistant  Garden  Superintendent. 

Compensation  for  Class 

Annual:  $1620^168M174a-$1800 


TiTTjs  OF  Class  : 

ASSISTANT  GARDEN  SUPERINTENDENT 

Specifications  of  Class  ^41 

Duties:  ctta 

• 

Under  the  direction  of  a  Garden  Superintendent  or  other  superior,  to  assist 
In  the  administrative  direction  and  supervision  of  the  growing  and  care  of 
trees,*  shrubs,  ornamentals,  and  other  plants,  and  the  maintenance  of  extensive 
gardens,  nurseries,  parks,  parkings,  greenhouses,  flow^er  beds,  or  grounds;  to 
keep  ordinary  records;  occasionally  to  participate  In  such  work;  and  to  per- 
form related  work  as  required. 
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QoalificmtioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  gardening  and  greenhouse  management;  and  not 
less  than  four  years*  practical  experience  in  various  lines  of  gardening,  at 
least  one  year  of  which  shall  have  been  In  supervising  or  directing  the  work 
of  gardeners  and  laborers. 

Principal  Lines  of  Promotion 

From:  Gardener;  Foreman  Gardener;  Special  Plant  Propagator. 
To:  Garden  Superintendent. 

Compauation  for  Class 

Annual :  $186(>-$1920-$1980-$2040 


TiFLE  OP  Class:  \   . 

GARDEN  SUPERINTENDENT 

Specifications  of  Class  i)  4  ^^ 

Duties:  ^^^ 

Under  general  direction,  to  have  administrative  charge  of  and  direct  the 
growing,  planting,  and  care  of  trees,  shrubs,  ornamentals,  or  other  plants,  and 
the  maintenance  of  extensive  gardens,  nurseries,  parks,  parkings,  greenhouses, 
flower  beds,  or  gardens;  to  direct  the  activities  of  employees  engaged  in  such 
work ;  to  keep  ordinary  records ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agrlcoltara] 
high  school,  with  courses  in  -gardening  and  greenhouse  management;  not  less 
than  six  years*  experience  in  the  work  of  gardening,  at  least  two  of  which  shall 
have  been  spent  in  supervising  or  directing  the  work  of  gardeners  and  laborers ; 
and  administrative  ability. 

Principal^ Lines  of  Promotion 

From:  Foreman  Gardener;  Special  Plant  Propagator;  Assistant  Garden  Super* 
intendent 

Compensation  for  Class 

Annual:  ¥2400-$2520-¥264(>-|2760 


TnxE  OF  Glass: 

SPECIAL  PLANT  PROPAGATOR 

Specifications  of  Class  5  4  O 

Duties: 

To  propagate  and  care  for  rare  and  valuable  plants  and  those  whose  care 
presents  unusual  difficulty  or  requires  the  exercise  of  special  skill 

Qualifications: 

Trahiing  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  gardening  and  greenhouse  management;  not  less 
than  six  years'  experience  In  the  propagation  and  care  of  plants,  at  leasf  three 
of  which  shall  have  been  spent  as  a  Gardener ;  familiarity  with  the  names  and 
requirements  of  rare  plants ;  special  skill  and  aptitude  for  the  work ;  and  ability 
to  pass  a  difficult  practical  test  In  gardening  and  plant  propagation. 

Principal  Lines  of  Promotion 

From:  Gardener. 

To:  Assistant  Garden  Superintendent;  Garden  Superintendent. 

Compensation  for  Class 

Annual:  $2160-$2280-$2400 
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Title  of  Class: 
TREE  SURGEON 

Specifications  of  Class  044 

Duti^: 

Under  general  direction,  to  supervise  and  perform  work  in  the  trimoiing. 
pruning,  care,  surgical  treatment,  preservation,  and  restoration  of  trees ;  and  to 
perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school,  with  courses  in  the  care  and  surgical  treatment  of  trees ;  and  not 
less  than  three  years'  experience  in  the  pruning  and  surgical  treatment  of  trees. 

Principal  Lines  of  Promotion 

From:  Gardener. 

Compensation  for  CUas 

Annual:  |1380-$1440-$1500 

PARK  MAINTENANCE  AND  CONSTRUCTION 


Title  of  Class: 
PARE  LABORER 

Specifications  of  Class  O^.O 

Dalies: 

Under  immediate  supervision,  to  perform  various  kinds  of  physical  or  manual 
labor  involved  in  the  care  and  maintenance  of  Government  parks  and  grounds, 
including  athletic  or  amusement  fields,  grounds,  and  other  premises ;  and  to  per- 
form related  work  as  required. 

Examples :  Assisting  in  the  construction  and  repair  of  roads,  sidewalks,  fences, 
and  buildings ;  painting  and  placing  benches ;  Removing  snow,  waste,  and  trash ; 
cleaning  traps  and  gutters;  trimming  and  edging  lawns;  fertilizing  and  pre- 
paring ground;  sowing  seed;  mowing;  ditching;  loading  and  driving  dump 
wagons. 

Qualifications: 

Some  previous  exi)erience  in  related  work;  and  physical  strength. 

Principal  Lines  of  Promotion 

To:  Sub-Foreman,  Park  Laborers;  Greenhouse  Attendant. 

Compensation  for  Class 

Annual:  |1080 

Title  OP  Class: 

SUBFOREMAN,  PARK  LABORERS 

Specifications  of  Class  t)4i) 

Duties: 

Under  supervision,  to  have  charge  of  a  small  number  of  laborers,  and  to 
assist  in  various  kinds  of  physical  or  manual  labor  involved  in  the  care  and 
maintenance  of  Government  parks,  park  areas,  and  grounds  In  the  District  of 
Columbia ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years'  experience  in  general 
work  in  connection  with  the  care  and  maintenance  of  parks ;  ability  to  manage 
men;  and  physical  strength. 
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Principal  Lines  of  Promotion 

From:  Park  Laborer. 

To:  Foreman  of  Park  Construction;  Foreman  of  Park  Maintenance. 

Compensation  for  Class 

Annual:  $1140 

TnxEOF  Class: 

FOREMAN  OF  PARK  MAINTENANCE 

Specifications  of  Class  O^  4 

Duties: 

Under  supervision,  to  be  responsible  for  the  care  and  maintenance  of  athletic 
and  amnsement  grounds  and  premises  within  Government  parks  and  grounds 
in  the  District  of  Columbia  under  the  jurisdiction  of  the  War  Department ;  to 
keep  accounts ;  to  make  reports :  and  to  perform  related  work  as  required. 

Example:  Maintaining  athletic  fields  and  grounds,  public  amusement  parks, 
and  the  National  Sylvan  Theater. 

Qualifications: 

Common-school  education ;  at  least  four  years'  general  experience  in  the  care 
and  maintenance  of  parks  or  athletic  grounds,  of  which  not  less  than  two  years 
shall  have  been  spent  in  a  supervisory,  capacity ;  ability  to  manage  men ;  and 
g<K)d  judgment. 

Principal  Lines  of  Promotion 

From:  Subforeman,  Park  Laborers. 
To:  Park  Division  Supervisor. 

Compensation  for  Class 

Annual:  $1440 

Title  of  Class  : 

FOREMAN  OF  PARK  CONSTRUCTION  r  J^  C 

Specifications  of  Class 
Duties: 

Under  supervision  of  the  Office  of  Public  Buildings  and  Grounds,  War  Depart- 
ment, to  be  responsible  for  the  construction  and  repair  of  roads,  sidewalks, 
miscellaneous  cement  and  concrete  work,  golf  courses,  tennis  courts,  and  other 
athletic  and  amusement  fields  and  grounds,  within  Government  parks  and 
grounds  in  the  District  of  Columbia;  to  supervise  employees;  to  requisition 
Ripplies,  tools,  and  material;  to  keep  accounts;  to  make  reports;  and  to  per- 
form related  work  as  required. 

Examples:  Supervising  road  construction,  patching,  resurfacing,  and  oiling 
roads,  excavating  drain  ditches,  cutting  out  channels;  laying  out  flower  beds, 
tree  and  shrubbery  plats;  constructing  tennis  courts,  golf  courses-,  baseball 
diamonds,  and  bathing  beaches;  directing  the  clearing  of  timberland  and 
putting  it  in  order  for  sowing  seed. 

Qualifications: 

Common-school  education ;  at  least  five  years'  experience  in  park  construction 
work,  of  which  not  less  than  two  years  shall  have  been  spent  in  a  supervisory 
capacity ;  practical  knowledge  of  road  making  and  the  putting  down  of  cement 
or  concrete ;  ability  to  manage  men ;  and  good  Judgment. 

Principal  Lines  of  Promotion 

From  Subforeman,  Park  Laborers. 
To:  Park  Division  Supervisor. 

Compensation  fpr  Class 

Ammal:  $1740-$1800 
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Title  of  Ci<A8S  : 

PARK  DIVISION  SUPERVISOR 

Specifications  of  Class  54 U 

Duties: 

Under  general  supervision  of  the  OflSce  of  Public  Buildings  and  Grounds, 
War  Department,  to  be  responsible  for  the  care  and  maintenance  of  Grovem- 
ment  parks,  park  areas  and  grounds  in  a  designated  division  of  the  District  of 
Columbia;  to  supervise  foremen,  gardeners,  subforemen,  and  laborers;  to 
requisition  supplies,  tools,  and  material;  to  keep  accounts;  to  make  reports; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  at  least  five  j-ears'  experience  In  the  care  and 
maintenance  of  parkin,  of  which  not  less  than  three  years  shall  have  been  spent 
in  a  supervlso;T  capacity ;  administrative  ability ;  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Foreman  of  Park  Construction ;  Foreman  of  Park  Maintenance. 

Compensation  for  Class 

Annual:  $1020 

Title  of  Cr^ss : 

SUPERINTENDENT    OF    GROUNDS,    UNITED    STATES    SOLDIERS' 

HOME 

f^  ^  i\ 
Specifications  of  Class  OtJU 

Duties: 

Under  general  direction,  to  l>e  responsible  for  the  maintenance  of  grounds 
and  the  upkeep  and  operation  of  the  greenhouses  and  stables  of  the  United 
States  Soldiers'  Home ;  to  prepare  estimates  for  and  superintend  work  in  con- 
nection with  landscape  gardening  projects  and  the  construction  or  improvement 
of  roads  or  grounds;  to  direct  the  work  of  supervisory  assistants,  florists, 
teamsters,  and  laborers;  to  requisition  and  issue  equipment  and  supplies;  to 
keep  records  of  material  and  personnel ;  to  make  reports ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  tliat  represented  by  graduation  from  high  school;  ex- 
tended practical  experience  In,  and  thorough  knowledge  of  the  maintenance  of 
parks  and  grounds,  of  road  building  and  of  ordinary  landscape  gardening;  and 
supervisory  ability. 

Principal  Lines  of  Promotion 


Compensation  for  Class 


From:  Gardener. 

Annual:  $1740 

Title  of  Class  : 

ASSISTANT   SUPERINTENDENT   OF    TREES   AND    PARKING— DIS- 
TRICT OF  COLUMBIA 

Specifications  of  Class  001 

Duties: 

To  assist  the  Superintendent  of  Trees  and  Parking  in  the  supervision  of  the 
affairs  of  the  Department  and  to  act  for  him  in  his  absence;  to  make  inspec- 
tions in  important  cases  upon  receipt  of  requests  or  complaints  and  to  recom- 
mend action;  to  direct  the  foreman  and  other  employees  of  the  Department; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  in  the  Department  of  Trees  and  Parking  in  the 
District  of  Columbia,  at  least  two  years  of  which  shall  have  been  in  a  super- 
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visory  capacity;  a  good  knowledge  of  shade  trees  and  their  care;  familiarity 
with  the  laws,  regulations,  and  policies  governing  the  management  of  public 
parkings  in  the  District  of  Columbia ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

To :  Superintendent  of  Trees  and  Parking. 

Compensation  for  Class 

Annual:  $174()-$1860-$1980-$2100 


Title  of  Class  : 

SUPERINTENDENT  OF  TREES  AND  PARKING— DISTRICT  OF  CO- 
LUMBIA 

Specifications  of  Class  55^ 

Under  the  general  direction  of  the  Commissioners  of  the  District  of  Columbia, 
to  have  administrative  charge  of  the  Department  of  Trees  and  Parking,  and 
to  direct  the  propagation,  planting,  growing,  and  care  of  trees,  ornamentals, 
and  other  plants,  and  the  maintenance  of  extensive  nurseries  and  parkings; 
to  direct  the  establishment  of  grades  for  public  parkings  in  connection  with 
building  operations  and  the  issuing  of  permits  for  the  construction  of  fences 
and  retaining  walls  on  public  parkings;  to  keep  records  of  plantings  and  of 
permits  issued  and  action  taken ;  to  be  responsible  for  the  prosecution  of  cases 
Involving  violations  of  law  coming  under  the  Jurisdiction  of  the  Department; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than 'five  years'  experience  in  the  Department  of  Trees  and  Parking  of 
the  District  of  Columbia,  at  least  two  years  of  which  must  have  been  in  an 
administrative  capacity,  or  experience  regarded  as  its  full  equivalent;  good 
knowledge  of  shade  trees  and  their  care ;  familiarity  with  the  laws,  regulations, 
and  policies  governing  the  management  of  public  parkings  in  the^  District  of 
Columbia;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent  of  Trees  and  Parking. 

Compensation  for  Class 

Annual:  $2400-|2520-$264<M27e0 


Title  of  Class  : 

ASSISTANT  ANIMAL  KEEPER 

r  r  •  ■ 

Specifications  of  Class  00 O 

Duties: 

Under  the  immediate  supervision  of  an  Animal  Keeper,  to  assist  In  the  care 
of  an  assigned  group  of  mammals,  birds,  or  reptiles  in  the  custody  of  the  Gov- 
ernment in  the  National  Zoological  Park;  to  perform  work  involving  the  re- 
ceipt, transfer,  or  care  of  animals;  to  assist  in  the  care  of  sick  animals;  to 
clean  buildings,  compartments,  and  fixtures;  to  assist  in  the  preparation  of 
food  and  the  feeding  of  animals ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  and  perferably  some  experience  in  the  care  and 
exhibition  of  wild  animals. 

Principal  Lines  of  Promotion 

To :  Animal  Keeper. 

Compensation  for  Class 

Amuul:  |108(>-¥114M1200 
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Title  of  Glass  : 
ANIMAL  KEEPER 

Specifications  of  Class  firiU. 

Duties:  t^ot 

Under  the  Immediate  supervision  of  the  Head  Animal  Keeper,  to  be  respon- 
sible for  the  care  of  a,  certain  group  of  mammals,  birds,  or  reptiles  in  the 
custody  of  the  Government  in  the  National  Zoological  Park ;  to  supervise  and  to 
perform  work  involving  the  receipt,  transfer,  or  care  of  animals ;  to  assist  in 
the  care  of  sick  animals ;  to  clean  premises ;  to  enforce  visiting  regulations ;  and 
to  perform  related  work  as  required. 

Qualifications: 

Common  school  education ;  not  less  than  three  years'  experience  in  the  care 
and  e^khibition  of  wild  animals;  and  some  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Animal  Keeper. 
To:  Head  Animal  Keeper. 

Compensation  for  Class 

Annual:  $132(>-$1380-^1440 


Title  of  Class  : 

BEAD  ANIMAL  KEEPER 

Specifications  of  Class  OOt) 

Duties: 

Under  the  supervision  of  the  Superintendent,  to  be  responsible  for  the  care  of 
the  mammals,  birds,  and  reptiles  In  the  custody  of  the  Government  at  the  Na- 
tional Zoological  Park ;  to  supervise  and  direct  the  work  of  employees  engaged 
in  receiving,  transferring,  or  caring  for  animals;  to  requisition  food  and  sup- 
plies; to  assist  in  the  purchase  or  disposal  of  animals  and  in  the  design  and 
location  of  their  quarters;  to  minister  to  the  comfort  of  sick  animals;  to  keep 
personnel  and  material  records ;  to  make  reports ;  and  to  perform  related  work 
as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  in  the  care  and  exhibition  of  wild  animals; 
knowledge  of  the  design  and  construction  of  animal  and  bird  houses ;  and  super- 
visory ability. 

Principal  Lines  of  Promotion 

From :  Animal  Keeper. 

Compensation  for  Class 

Annual:  $2400 


srs  ic 


20.  THE  FIRE  SERVICE 


TUi  service  includes  classes  of  positions  the  duties  of  tohich  are  to  superiHse 
or  to  perform  work  in  the  extinguishment  or  prevention  of  fires,  or  to  per- 
form inspectional,  investigational ,  and  regulative  toork  incident  thereto. 

FiBB  Dbpabtmbnt.  D.  C.  : 

SabprlTsto  (Flr«  Department) 
Janiar  PrlTste  (Flra  DepartmeBt) 
Sentor  THwmtm  (Flra  Department) 
Sergeant  (Fire  Department) 
Uentenant  (Fire  Department) 
Captain  (Fire  Department) 
Battalien  Cidef  (Fire  Department) 
ExecntlTe  Oilcer  (Fire  Department) 
Depntj  Chief  (Fire  Department) 
Clilef  (Fire  Department) 

Aeeistant  Saperintendent  of  Ifadiinerr   (Fire  Department) 
Snperlntendent  of  Maclilnery  (Fire  Department) 

Inapector   (Fire  Department) 
Cliief  Inapector  (Fire  Department) 
Depntj  Fire  Manlial  (Fire  Department) 
Fire  Maralml   (Flro  Department) 

Othbb  Classes  in  Fibb  Sbbvicb  : 

Jnnior  Baildlnf  Fire  Warden 
Senior  Bailding  Fire  Warden 
Fire  Prerention  Engineer 


FIRE  DKPARTMENT,  D.  C. 


Title  of  Class  : 

SUBPRIVATE  (FIRE  DEPARTMENT) 

^  r  i* 

Specifieations  of  Class  0  9)  l) 

Duties: 

Tnder  immediate  supervision  (luring  a  probationary  period  of  at  least  one 
year,  to  perform  such  work  as  may  be  ordered  by  a  superior  officer,  In  accord- 
ance with  the  rules  and  regulations  of  the  District  of  Columbia  Fire  Depart- 
ment, in  fire  extlnpuishment  and  prevention,  in  the  protection  of  life  and 
property  from  fire,  and  in  other  oi)eratlons  of  the  department. 

Examples:  In  quarters: — assisting  in  the  care,  cleaninsf,  and  maintenance 
of  quarters  and  grounds,  and  the  care  and  cleaning  of  horses,  appliances  and 
apparatus:  standing  watch  at  the  fire  alarm  instrument;  learning  the  various 
duties  incident  to  fire  service;  caring  for  and  oi)erating  the  heater  for  the  fire 
engine,  or  hot-w^ater  heater  and  furnace  for  quarters;  cleaning  the  cellar  and 
removing  ashes;  participating  in  apparatus  and  physical  drills;  preparing  for 
and  taking  examinations  prescribed  for  the  probationary  year;  assisting  in 
keeping  company  records ;  performing  special  duty  at  theaters  and  other  public 
halls.  At  fires: — assisting,  as  ordered,  with  hose,  pipe,  ladders,  and  other 
appliances  in  the  extinguishing  of  fires. 

271 
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Qualifications: 

Common  school  education ;  age  between  21  and  31  years ;  weight  not  less  than 
145  pounds;  height  not  less  than  5  feet  7  inches;  residence  in  the  District 
of  Columbia  for  at  least  two  years  preceding  appointment,  or  previous  hon- 
orable service  in  the  Army,  Navy,  or  Marine  Corps  (if  application  is  made 
within  90  days  after  honorable  discharge)  ;  ability  to  pass  a  satisfactory^  physi- 
cal examination  before  the  Board  of  Fire  Surgeons  and  such  mental  examina- 
tion as  may  be  prescribed;  alertness,  courage,  and  good  moral  character. 

Principal  Lines  of  Promotion 

To:  Junior  Private  (Fire  Department). 

Compensation  for  Class 

Annual:  $1680 

Title  of  Class  : 

JUNIOR  PRIVATE  (FIRE  DEPARTMENT) 

Specifications  of  Class  il  ^  *i 

Duties:  ^'^  • 

Under  immediate  supervision,  to  perform  such  work  as  may  be  ordered  by  a 
superior  officer,  in  accordance  with  the  rules  and  regulations  of  the  District  of 
Columbia  Fire  Department,  in  the  extinguishment  and  prevention  of  fire^  in  the 
protection  of  life  and  property  from  fire,  and  in  other  operations  of  the  depart- 
ment. 

Examples :  In  quarters : — assisting  in  the  care,  cleaning,  and  maintenance  of 
quarters  and  grounds,  the  care  and  cleaning  of  horses,  and  the  care  and  opera- 
tion of  appliances  and  apparatus ;  standing  watch  at  the  fire  alarm  instrument ; 
performing  various  duties  incidental  to  fire  service;  caring  for  and  operating 
the  heater  for  the  engine  or  hot- water  heater  and  furnace  for  quarters;  clean- 
ing the  cellar  and  removing  ashes;  participating  in  apparatus  and  physical 
drills;  assisting  in  keeping  company  records;  performing  special  duty  at  thea- 
ters and  other  public  halls.  At  fires: — ^assisting,  as  ordered,  with  hose,  pipe, 
ladders,  and  other  appliances  in  the  extinguishing  of  fires. 

Qualifications: 

Successful  passing  of  examinations  prescribed  for  the  probationary  year;  a 
fair  knowledge  of  the  construction  of  buildings,  of  the  traffic  regulations,  of 
laws  and  ordinances  governing  the  operation  of  theaters,  and  halls,  and  of  the 
location  of  Government  and  other  large  buildings,  streets,  and  avenues;  exact 
knowledge  of  the  location  of  all  alarm  boxes  in  a  district  and  routes  thereto 
and  of  the  four  fire  hydrants  nearest  each  box. 

Principal  Lines  of  Promotion 

From:  Subprivate  (Fire  Department). 

To:  Senior  Private  (Fire  Department)  :  Inspector  (Fire  Department). 

Compensation  for  Class 

Annual:  $1740-$1800 

Title  of  Class: 

SENIOR  PRIVATE  (FIRE  DEPARTMENT) 

IT  r*  Q 

Specifications  of  Class  0«)0 

Duties: 

Under  immediate  supervision,  to  perform  one  or  more  of  the  following  in 
connection  with  fire  extinguishment  and  prevention  and  in  the  protection  of 
life  and  property  from  fire:  — (1)  to  drive  and  maintain  motor  apparatus  In 
working  condition;  (2)  to  drive,  groom,  feed,  and  have  charge  of  horses; 
(3)  to  guide  a  fire  truck  from  the  rear  seat;  (4)  to  transmit  orders  and  per- 
form special  work  for  the  Chief,  Deputy  Chief,  and  Battalion  Chief;  (5)  to 
fire,  operate,  and  care  for  the  steam  and  motor  pumping  apparatus;  (6)  to 
instruct  the  personnel  in  the  principles,  operation,  and  driving  of  motor  appa- 
ratus, pumping  engines,  and  trucks;  to  act  in  the  capacity  of  and  for  an  officer 
when  the  officer  in  charge  so  orders ;  — and  to  perform  such  other  work  as  may 
be  ordered  by  a  superior  officer.  In  accordance  with  the  rules  and  regulations 
of  the  District  of  Columbia  Fire  Department. 
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Examples:  In  quarters:  asststing  In  the  care,  cleaning,  and  maintenance  of 
quarters  and  grounds,  and  the  care  and  cleaning  of  horses,  appliances,  and 
motor  apparatus ;  caring  for  harness  and  stalls ;  assisting  in  the  care  and  clean- 
ing of  fire  engines;  caring  for  and  operating  the  heater  for  the  fire  engine 
or  hot-water  heater  and  furnace  for  quarters ;  cleaning  the  cellar  and  remov- 
ing ashes ;  standing  watch  at  the  fire-alarm  instrument ;  participating  in  appa- 
ratus and  physical  drills;  assisting  in  keeping  company  records;  performing 
special  duty  at  theaters  and  other  public  halls.  At  fires :  — driving  apparatus ; 
caring  for  hordes  and  motors  or  assisting  as  ordered  with  hose,  pipe,  ladders, 
and  other  appliances  in  the  extinguishing  of  fires;  operating  motor  or  steam 
pumping  apparatus;  sending  in  additional  alarms  and  placing  new  companies 
as  ordered ;  transmitting  instructions  of  the  Chief  to  engine  and  truck  compa- 
nies under  stress  of  exceptional  fire  conditions ;  collecting  data  as  to  property 
loss  and  casualties ;  firing  a  stef^m  engine. 

QnalificatioiiB: 

Demonstrated  efficiency  and  good  conduct  during  two  consecutive  years  of 
service  as  a  Junior  Private  (Fire  Department)  as  shown  by  successfully  pass- 
ing prescribed  examinations ;  ability  to  think  and  act  quickly  and  to  withstand 
exposure;  proven  ability  in  one  or  more  of  the  following:  (1)  driving  and 
caring  for  automotive  machinery;  (2)  the  care  and  handling  of  horses;  (3) 
aiding  the  rear  end  of  a  fire  truck  in  transit  and  placing  the  truck  at  fires ; 
(4)  the  use  of  slgnaN  and  the  telegraphic  system  for  calling  for  additional 
assistance  at  fires;  (5)  the  operation  of  automotive  machinery;  (6)  the  op- 
eration and  maintenance  of  motor  and  steam  pumping  apparatus. 

Principal  Lines  of  Promotion 

From:  Junior  Private  (Fire  Department). 
To:  Sergeant  (Fire  Department). 

Compensation  for  Class 

Annual:  $1860-^1920 

Trn«  OF  Ch^ss : 

SERGEANT  (FIRE  DEPARTMENT) 

Specifications  of  CUum  5  5  « ) 

Dntiea: 

Under  supervision,  to  serve  as  third  officer  of  a  fire  company;  to  assist  in 
instructing,  drilling,  and  directing  the  men  of  the  company  and  in  maintain- 
ing discipline ;  in  the  absence  of  the  company  officers,  to  assume  command  of  a 
platoon  or  the  company,  as  the  case  may  be;  and  to  perform  such  other  work 
as  may  be  ordered  by  a  superior  officer,  in  accordance  with  the  rules  and  ref- 
lations of  the  District  of  Columbia  Fire  Department 

Examples :  In  quarters :  — assisting  in  supervising  the  care,  cleaning  and  main- 
tenance of  quarters  and  grourds;  being  responsible  for  the  condition  of  trucks, 
engines,  or  hose  wagon,  and  for  the  care  and  cleaning  of  horses,  appliances, 
apparatus,  and  heaters;  standing  watch  at  the  fire-alarm  Instrument;  conduct- 
ing or  participating  in  apparatus  and  physical  drills  and  in  the  instruction  of  the 
men  In  the  use  of  all  appliances  and  apparatus;  assisting  in  keeping  company 
records;  making  reports  and  requisitions;  performing  special  duty  at  theaters 
and  other  public  halls.  At  fires:  — driving  horses  or  motor-driven  apparatus; 
guiding  the  truck  from  the  rear  seat ;  assisting  company  officers  In  the  location 
and  placing  of  men ;  directing  the  efforts  of  the  men ;  performing  ladder,  ax, 
or  other  work  as  ordered. 

Qualifications: 

Successful  passing  of  prescrll>ed  examinations;  not  less  than  five  years'  ex- 
perience in  the  District  of  Columbia  Fire  Department;  supervisory  ability; 
exact  knowledge  of  the  location  of  streets  and  large  buildings  and  of  the  use  of 
appliances  and  apparatus.  . 

Principal  Lines  of  Promotion 

From:  Senior  Private  (Fire  Department)  ;  Inspector  (Fire  Department). 
To:  Lieutenant  (Fire  Department). 

Compensation  for  Class 
Annual :  n©80-$2040. 
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Title  of  Class  : 

LIEUTENANT  (FIRE  DEPARTMENT) 

Specifications  of  Class  ^([i\ 

Duties:  OVV 

Under  supervision,  to  have  charge  of  the  second  platoon  of  a  Are  company; 
to  be  responsible  for  the  instruction,  examination,  deportment,  efficiency,  and 
work  of  the  men  of  the  platoon ;  to  assist  the  Captain  in  the  enforcement  and 
maintenance  of  discipline;  to  be  responsible  for  keeping  the  company  records, 
for  the  condition  of  quarters,  apparatus,  and  departmental  property,  and  for 
the  requisitioning  and  issuing  of  supplies;  to  assume  the  responsibilities  and 
duties  of  the  Captain  in  his  absence ;  and  to  perform  such  other  work  as  may  be 
required,  in  accordance  with  the  rules  and  regulations  of  the  District  of  Colum- 
bia Fire  Department. 

Examples :  In  quarters :  — ^belng  responsible  for  the  care,  cleaning,  and  main- 
tenance of  quarters  and  grounds  and  the  care  and  cleaning  of  horses,  appliances, 
and  apparatus;  overseeing  the  proper  receipt  of  alarms  and  orders  to  company: 
conducting  apparatus  and  physical  drills  and  Instructing  the  men  in  the  use  of 
appliances  and  apparatus;  holding  prescribed  examinations;  keeping  company 
records;  making  special  and  regular  reports  to  the  Chief;  requisitioning  and 
issuing  supplies.  At  fires :  — ^in  an  emergency,  driving  apparatus ;  directing  the 
driver  as  to  route ;  directing  men  and  assuming  responsibility  for  their  work ; 
acting  at  times  as  pipe  man ;  supervising  the  raising  of  ladders  and  the  rescue 
of  people ;  seeing  that  the  least  possible  damage  is  done  to  property. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  eight  years' 
experience  in  the  District  of  Columbia  Fire  Department ;  thorough  knowledge  of 
the  location  and  fair  knowledge  of  the  construction  of  all  large  buildings  in  the 
District  of  Columbia,  with  method  of  entrance  and  exit;  good  knowledge  of 
modern  fire-fighting  methods ;  good  judgment ;  and  ability  to  command  men. 

Principal  Lines  of  Promotion 

From:  Sergeant  (Fire  Department). 

To:  Captain  (Fire  Department)  ;  Assistant  Superintendent  of  Machinery  (Fire 
Department). 

Compensation  for  Class 

Annual:  $2100-$2160. 


Trroj  OF  Class  : 

CAPTAIN  (FIRE  DEPARTMENT)  ^  ,,  . 

Specifications  of  Class  0  O  1 

Duties: 

As  commanding  officer,  to  be  responsible  for  the  attendance,  instruction,  ex- 
amination, discipline,  and  work  of  a  fire  company,  for  the  care,  condition,  and 
maintenance  of  horses,  apparatus,  quarters,  and  records,  and  for  the  requisi- 
tioning and  disposal  of  supplies  and  properties ;  to  have  immediate  charge  of  the 
first  platoon ;  to  act  as  a  member  of  trial  boards ;  to  direct  the  efforts  of  mem- 
bers of  the  company  at  a  fire :  if  first  to  arrive  at  the  fire,  to  take  command  of 
all  companies  until  the  arrival  of  a  superior  officer :  when  designated,  to  act  as 
a  Deputy  Chief  or  a  Battalion  Chief ;  to  inspect  buildings  within  a  district,  and 
mnke  recommendations  for  fire  prevention :  and  to  perform  such  other  work  as 
may  be  required,  in  accordance  with  the  rules  and  regulations  of  the  District  of 
Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations :  not  less  than  10  years'  ex- 
perience in  the  District  of  Columbia  Fire  Department ;  intimate  knowledge  of 
the  entire  work  of  a  fire  company,  the  use  of  appliances  and  apparatus,  and  of 
the  location  of  streets,  buildings,  and  fire-alarm  boxes ;  training  equivalent  to 
that  represented  by  graduation  from  high  school;  good  judgment;  and  proven 
ability  to  command  men  and  to  withstand  exposure. 
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Principal  Lines  of  Promotion 

From:  Lieutenant  (Fire  Department). 
To:  Battalion  Chief  (Fire  Department). 

Compensation  for  Class 

Annual:  $2220-^2280. 

Title  of  Class  : 

BATTALION  CHIEF  (FIRE  DEPARTMENT) 

Specifications  of  Class  t/  D  <^ 

Duties: 

Under  general  direction,  to  be  In  responsible  charge  of  the  personnel,  appa- 
ratus, and  quarters  in  a  battalion  district  of  the  municipal  fire  department ;  to 
make  periodic  insi)ections  of  the  records,  apparatus,  horses,  quarters,  men,  and 
equipment  and  make  reports  to  the  Chief ;  to  instruct  the  personnel  in  the  per- 
formance of  worlc  incident  to  fire  service,  and  conduct  quarterly  examinations ; 
to  inspect  buildings,  and  make  recommendations  on  fire  prevention;  to  assign 
and  transfer  companies  upon  the  receipt  of  additional  alarms  of  fire ;  on  the  fire 
ground,  in  the  absence  of  a  superior  ofllicer,  to  have  general  direction  of  ex- 
tinpiiishinff  the  fire  and  saving  life  and  property;  when  designated,  to  act  as 
Chief  or  Deputy  Chief ;  and  to  perform  such  other  work  as  may  be  required,  in 
acccirdance  with  the  rules  and  regiilations  of  the  District  of  Columbia  Fire 
Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  10  years'  re- 
!«l^onsible  experience  in  the  District  of  CoUimbia  Fire  Department;  thorough 
knowledge  of  the  organization  and  rules  and  regulations  of  the  Department  and 
of  the  location  of  buildings,  streets,  and  fire-alarm  boxes ;  training  equivalent  to 
that  represented  by  graduation  from  high  school ;  superior  judgment  and  dis- 
cernment ;  and  proven  ability  to  command  men  and  to  withstand  exposure. 

Principal  Lines  of  Promotion 

From:  Captain  (Fire  Department)  ;  Deputy  Fire  Marshal  (Fire  Department)  ; 

Assistant  Superintendent  of  Machinery  (Fire  Department). 
To:  Deputy  Chief  (Fire  Department)  ;  Fire  Marshal  (Fire  Department)  ;  Su« 

lierintendent  of  Machinery  (Fire  Department). 

Compensation  for  Class 

Annual:  $2580-$2640. 

Title  of  Class  : 

EXECUTIVE  OFFICER  (FIRE  DEPARTMENT) 

Specifications  of  Class  i)  ()  O 

Duties: 

Under  general  supervision,  with  the  rank  of  Battalion  Chief  (Fire  Depart- 
ment), to  assist  the  Chief  at  headquarters,  in  the  administration  of  the  Fire 
Department  of  the  District  of  Columbia ;  to  make  assignments  of,  and  to  issue 
orders  to,  the  personnel  in  accordance  with  the  orders  of  the  Chief;  to  be 
re-sponsible  for  official  correspondence,  office  records,  pay  rolls,  and  other 
clerical  work  of  the  Department;  to  exercise  immediate  supervision  over  the 
headquarters  force;  to  conduct  preliminary^  investigations  in  matters  involv- 
ing infractions  of  discipline  and  to  make  recommendations  thereon  to  th^ 
Chief;  to  respond  to  designated  alarms  of  fire;  to  assist  in  preparing  rules 
and  regulations,  and  amendments  thereto;  to  act  for  the  Chief  in  administra- 
tive matters,  in  his  absence;  and  to  perform  such  other  work  as  may  be 
required,  in  accordance  with  the  rules  and  regulations  of  the  District  of  Colum- 
bia Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  training  equivalent  to  that 
represented  by  graduation  from  high  school;  not  less  than  five  years'  experi- 
ence in  connection  with,  and  detailed  knowledge  of,  the  administration,  laws, 
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rules,  and  regulations  of  the  District  of  Columbia  Fire  Department ;  knowledge 
of  modern  administratiye  methods;  administrative  ability;  and  ability  to 
command  men. 

Principal  Lines  of  Promotion 

To:  Fire  Marshal  (Fire  Department). 

Compensation  for  Class 

Annual:  $258M2640. 

Title  of  Class  : 

DEPUTY  CHIEF  (FIRE  DEPARTMENT) 

Specifications  of  Class  OU'T 

Duties: 

To  assist  the  Chief  (Fire  Department),  as  ordered,  in  administrative  super- 
vision of  the  District  of  Columbia  Fire  Department,  and  to  act  for  him  in 
his  absence ;  to  respond  to  designated  alarms  of  fire  and,  in  the  absence  of  tlie 
Chief,  to  have  general  direction  of  the  work  of  extinguishing  fires  and  saving 
life  and  property  from  fire;  to  visit  fire  companies  and  carefully  inspect  tlie 
records,  apparatus,  quarters,  men,  and  horses;  to  make  reports  and  recom- 
mendations for  the  improvement  of  the  Department;  to  investigate  grievances 
and  adjust  complaints  from  members  of  the  Department;  and  to  perform  sucli 
related  work  as  may  be  required  by  the  Commissioners  of  the  District  of  Colum- 
bia or  the  Chief  of  the  District  of  Columbia  Fire  Department. 

Qualifications: 

Training  equivalent  tp  that  represented  by  graduation  from  high  school; 
not  less  than  10  years'  responsible  supervisory  experience  in,  and  detailed 
knowledge  of  the  administration  and  regulations  of,  the  District  of  Columbia 
Fire  Department;  superior  judgment  and  discretion;  administrative  ability; 
and  ability  to  command  men. 

Principal  Lines  of  Promotion 

From:  Battalion  Chief  (Fire  Department). 
To:  Chief  (Fire  Department). 

Compensation  for  Class 

Annual:  $3000 

TriLE  OF  Class  : 

CHIEF  (FIRE  DEPARTMENT) 

Specifications  of  Class  5  B  5 

Duties: 

Under  the  general  direction  of  the  Board  of  (Commissioners,  District  of  O)- 
lumbia,  to  exercise  general  administrative  supervision  over  the  Fire  Depart- 
ment and  be  responsible  for  the  direction  of  all  work  In  connection  with  tlie 
prevention  and  extinguishing  of  fires;  to  be  responsible  for  the  enforcement 
of  rules,  regulations,  and  orders ;  to  discipline  officers  and  men  for  neglect  of 
duties;  to  make  assignments  of  officers  and  men;  to  draw  up  departmental 
estimates  and  make  reports;  to  respond  to  alarms  of  fire;  and  to  perform 
such  related  work  as  may  be  required  by  the  Commissioners  of  the  District  of 
Columbia. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
extended  supervisory  experience  in  responsible  positions  of  the  District  of 
Columbia  Fire  Department,  or  its  equivalent  in  business  or  professional  achieve- 
ment; ability  to  command  men;  and  administrative  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From1  Deputy  Chief  (Fire  Department);  Fire  Marshal   (Fire  Department); 
Superintendent  of  Machinery   (Fire  Department). 

Compensation  for  Class 

Annual:  $4000 
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Title  of  Giass  : 

ASSISTANT  SUPERINTENDENT  OF  MACHINERY    (FIRE   DEPART- 
MENT) 

Specifications  of  Class  t)()(j 

Duties: 

Under  direction,  to  assist,  with  the  rank  of  Captain  (Fire  Department),  ifi 
supervising  the  care,  maintenance,  repair,  and  reconstruction  of  steam,  motor, 
and  chemical  fire  engines,  water  towers,  truclcs,  and  other  fire  fighting  appara- 
tus of  the  municipal  fire  department;  to  assist  in  testing  pumps,  hose,  aerial 
ladders,  and  other  appliances  and  apparatus;  to  aid  in  the  instruction  and 
examination  of  men  in  the  operation  of  fire  apparatus;  to  respond  to  special 
alarms  of  fire;  to  act  for  the  Superintendent  of  Machinery  in  bis  absence;  and 
to  perform  such  other  work  as  may  be  required,  in  accordance  with  the  rules 
uDd  r^ula^ions  of  the  District  of  Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  10  years' 
responsible  experience  In  the  District  of  Columbia  Fire  Department,  or  at 
least  10  years'  practical  experience  in  the  construction,  operation,  and  maln- 
taiance  of  fire  apparatus,  with  ability  to  pass  required  physical  examinations 
for  entrance  In  the  District  of  Columbia  Fire  Department ;  intimate  knowledge 
of  the  repair,  maintenance,  and  reconstruction  of  fire  apparatus;  preferably 
experience  as  a  machinist;  training  equivalent  to  that  represented  by  gradua> 
tion  from  high  school ;  and  ability  to  command  men  and  to  withstand  exposure. 

Principal  Ldces  of  Promotion 

From:  Lieutenant  (Fire  Department). 

To:  Superintendent  of  Machinery   (Fire  Department);  Battalion  Chief  (Fire 
Department). 

Compensation  for  Class 

Aunual :  .«2160-$2220-$2280 


Title  of  Ci^ss: 

SUPERINTENDENT  OF  MACHINERY  (FIRE  DEPARTMENT) 

Specifications  of  Class  ilfw' 

Duties:  ^  ^'  * 

Under  general  direction,  with  the  rank  of  Deputy  Chief  (Fire  Department), 
to  supervise  the  care,  maintenance,  reconstruction,  and  repair  of  all  fire-fighting 
apparatus  of  the  municipal  fire  department;  to  design  and  supervise  the  con- 
struction of  new  apparatus  and  appliances;  to  inspect  and,  when  necessary, 
recommend  for  condemnation  the  apparatus  and  appliances  of  the  department ; 
to  be  responsible  for  the  testing  of  apparatus  and  equipment;  to  draw  up 
spe^»lflcatlons  for  the  purchase  of  fire  apparatus ;  to  supervise  instructions  and 
examinations  of  men  in  the  use  of  such  apparatus ;  to  respond  to  special  alarms 
of  fire ;  to  serve  on  various  boards  of  the  District  of  Columbia ;  and  to  perform 
such  other  work  as  may  be  required,  in  accordance  with  the  rules  and  regula- 
tions of  the  District  of  Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  10  years'  ex- 
perience in  the  District  of  Columbia  Fire  Department,  part  of  which  shall  have 
been  spent  in  the  work  of  repair  and  maintenance  of  fire  apparatus;  training 
equivalent  to  that  r^resented  by  graduation  with  a  degree  from  an  institution 
of  recognized  standing,  with  major  work  in  mechanical  engineering ;  and  ability 
to  withstand  exxwsure  and  to  command  men. 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent  of  Machinery   (Fire  Department);  Battalion 

Chief  (Fire  Department). 
To:  Chief  (Fire  Department). 

Compensation  for  Class 

Annual:  $2640-.$2700-$27e0 
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Title  of  Class  : 

INSPECTOR  (FIRE  DEPARTMENT) 

Specifications  of  Class  i)  U  O 

Duties: 

Under  immediate  supervision,  with  the  ranlc  of  Senior  Private  (Fire  Depart- 
ment), to  make  regular  and  systematic  inspections  of  all  buildings  in  an  as- 
signed area  for  compliance  with  fire  prevention  regulations;  to  inspect  hotels, 
apartment  houses,  moving-picture  exchanges,  and  second-hand  establlsliments 
in  connection  with  applications  for  annual  licenses  for  their  maintenance  or 
establishment,  and  to  serve  notices  for  infraction  of  the  regulations;  to  inspect 
theaters,  moving-picture  theaters,  and  other  places  of  public  amusement,  dnring 
night  performances  and  at  other  times,  and  to  see  that  all  necessary  provisioss 
have  been  made  for  the  safety  of  the  public  and  property;  to  inspect  prem- 
ises, where  gasoline  or  other  inflammable  oils  are  stored,  or  to  be  stored  or 
sold,  and  determine  the  proper  position  for  underground  tanks  and  pumps;  to 
supervise  the  tests  of  these  tanks  and  pumps  after  installation ;  to  respond  to 
special  alarms  of  fire  and  assist  the  Fire  Marshal  in  his  investigations,  or  to 
perform  such  fire-fighting  service  as  may  be  ordered  by  the  Chief ;  to  make  re- 
ports and  do  other  clerical  work  as  ordered ;  and  to  perform  such  other  work 
as  may  be  required  by  a  superior  officer,  in  accordance  with  the  rules  and  regu- 
lations of  the  District  of  Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  three  years* 
experience  in  the  District  of  Columbia  Fire  Department;  thorough  knowledge 
of  the  District  laws,  codes  and  regulations  governing  fire  prevention;  provMi 
ability  in  investigational  work ;  integrity,  good  address,  and  tact 

Principal  Lines  of  Promotion 

From:  Junior  Private  (Fire  Department). 

To:  Chief  Inspector  (Fire  Department)  ;  Sergeant  (Fire  Department). 

Compensation  for  Class 

Annual:  $1800-^1860-$1920 


5B1) 


Title  of  Class: 

CHIEF  INSPECTOR  (FIRE  DEPARTMENT) 

Specifications  of  Class 

Duties: 

Under  supervision,  with  the  rank  of  Lieutenant  (Fire  Department),  to  have 
immediate  charge  of  the  inspectlonal  force  in  the  office  of  the  Fire  Marshal; 
to  be  responsible  for  the  serving  and  enforcement  of  notices  by  the  Inspectors: 
to  have  charge  of,  and  be  responsible  for,  the  keeping  of  proper  inspectlonal 
reports  and  records;  to  act,  as  ordered,  for  the  Deputy  Fire  Marshal  or  the 
Fire  Marshal  in  their  absence ;  and  to  perform  such  other  work  as  may  be 
required,  in  accordance  with  the  rules  and  regulations  of  the  District  of 
Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  eight  years' 
experience  in  the  District  of  Columbia  Fire  Department,  at  least  three  of 
which  shall  have  been  as  an  Inspector  engaged  in  fire  prevention  work;  and 
supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Inspector  (Fire  Department). 

To:  Deputy  Fire  Marshal  (Fire  Department). 

Compensation  for  Class 

Annual:  $2040-$2100-$2160 
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Title  of  Class: 

DEPUTY  FIRE  MARSHAL  (FIRE  DEPARTMENT) 

Specificatioiis  of  Class  ^^  i\ 

Duties:  *^  '  ^' 

Under  direction,  with  the  rank  of  Captain  (Fire  Department),  to  assist  in 
the  supervision  and  direction  of  the  inspections  of  buildings  for  compliance 
with  the  fire  prevention  regulations;  to  assist  in  conducting  investigations 
of  all  fires  for  information  as  to  the  causes  and  damages;  to  take  necessary 
adion  for  securing  the  apprehension  and  punishment  of  incendiaries ;  to  assist 
in  the  supervision  of  the  operation  of  theaters  and  other  places  of  public 
assembly  and  the  storage  and  sale  of  oils  and  explosives,  in  connection  with 
the  fire  regulations;  to  respond  to  special  alarms  of  fire;  to  act  for  the  Fire 
Marshal  in  his  absence;  and  to  perform  such  other  work  as  may  be  required, 
in  accordance  with  the  rules  and  regulations  of  the  District  of  Columbia  Fire 
D^artment 

Qiwlificatioiis: 

Successful  passing  of  prescribed  examinations;  not  less  than  eight  years* 
experience  in  the  District  of  Columbia  Fire  Department,  part  of  which  shall 
hare  been  spent  in  connection  with  the  enforcement  of  fire  prevention  regula- 
tions ;  training  equivalent  to  that  represented  by  graduation  from  high  school ; 
practical  knowledge  of  modem  fire  prevention  methods;  and  ability  to  com- 
mand men  and  to  withstand  exposure. 

Principal  Lines  of  Promotion 

FitMn:  Chief  Inspector  (Fire  Department). 

To:  Fire  Marshal  (Fire  Department) ;  Battalion  Chief  (Fire  Department). 

Compensation  for  Class 

Annual:  $222(>-$2280 

Title  of  Class  : 

FIRE  MARSHAL  (FIRE  DEPARTMENT) 

Specifications  of  Class  0  «  1 

Duties: 

Under  general  direction,  with  the  rank  of  Deputy  Chief  (Fire  Department),  to 
be  in  charge  of,  and  responsible  for,  the  work  of  the  office  of  the  Fire  Marshal ; 
to  draft  and  recommend  the  enactment  of  laws  and  regulations  governing  the 
prevention  or  spread  of  fires;  to  direct  the  inspection  of  buildings  and  the 
enforcement  of  fire  prevention  regulations;  to  institute  and  conduct  investi- 
gations and  determine  the  cause  and  damages  of  fires;  to  take  necessary 
action  for  securing  the  apprehension  and  punishment  of  incendiaries;  to  super- 
vise the  operations  of  places  of  public  assembly  and  the  storage  and  sale  of  oils 
and  explosives,  in  connection  with  the  fire  regulations;  to  act  upon  applications 
for  licenses  to  maintain  hotels,  junk  shops,  and  other  licensed  establishments ; 
to  make  reports;  to  respond, to  special  alarms  of  fire;  and  to  perform  such 
other  work  as  may  be  required,  in  accordance  with  the  rules  and  regulations 
of  the  District  of  Columbia  Fire  Department. 

Qualifications: 

Successful  passing  of  prescribed  examinations;  not  less  than  10  years'  ex- 
perience in  the  District  of  Columbia  Fire  D(*partment,  part  of  which  shall 
have  been  spent  in  the  enforcement  of  fire  prevention  regulations;  thorough 
knowledge  of  modern  methods  of  fire  prevention  and  all  District  laws,  codes 
and  regulations  governing  fire  prevention ;  training  equivalent  to  that  repre- 
sented by  graduation  from  high  school;  administrative  and  proven  investiga- 
tional ability ;  tact ;  and  ability  to  withstand  exposure. 

Principal  Lines  of  Promotion 

From:  Deputy  Fire  Marshal   (Fire  Department);  Battalion  Chief   (Fire  De- 
partment) ;  Executive  Officer  (Fire  Department). 

Compensation  for  Class 

Annual:  $2640-$270(>-$2760 
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OTHER  CLASSES  IN  FIRE  SERVICE 


Title  of  Class: 

JUNIOR  BUILDING  FIRE  WARDEN 

Specifications  of  Class  f)  ^  ^^ 

Duties:  '^  '  ^ 

Under  supervision,  to  organize  and  instruct  employees  or  residents  in  a 
group  of  Government  buildings  or  a  smaH  institution,  in  the  location,  cnre, 
operation,  and  use  of  fire-fighting  and  fire-prevention  apparatus ;  to  hold  regular 
fire  driWs  of  employees;  to  test  fire-fighting,  alarm,  water,  and  other  systems 
used  in  the  protection  of  life  and  property  in  an  institution ;  to  make  Inspw- 
tions  of  buildings  and  see  that  all  fire  hazards  are  removed  and  exits  kept 
clear  and  that  all  apparatus,  alarm  systems,  hydrants,  pumps,  and  other  appli- 
ances are  ready  for  immediate  use;  to  make  reports  and  recommendations; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  three  years*  practical  experience 
in  the  operation  of  fire-fightihg  appliances ;  knowledge  of  fire  and  police  alarm 
systems ;  thorough  knowledge  of  sprinkler  systems  and  fire-fighting  apparatus ; 
ability  to  lead  and  command  men ;  good  judgment ;  aud  physical  fitness  to  per- 
form the  work  in  question. 

Principal  Lines  of  Promotion 

To:  Senior  Building  Fire  Warden. 

Compensation  for  Class 

Annual:  $1920 


Title  of  Class  : 

SENIOR  BUILDING  FIRE  WARDEN 

Specifications  of  Class  O  i  *> 

Duties: 

Under  direction,  in  a  large  Government  institution,  such  as  the  Government 
Hospital  for  the  Insane,  to  organize  a  flre-flglitlng  company  and  Instruct  em- 
ployees in  the  location,  care,  operation,  and  use  of  fire-fighting  and  fire  pre- 
vention apparatus ;  to  be  commanding  oflficer  of  the  company  and  to  direct  the 
efforts  of  the  members  at  fires ;  to  hold  regular  fire  drills  of  employees ;  to  test 
fire-fighting,  alarm,  water,  and  otlier  systems  used  in  the  protection  of  life 
and  property  in  the  Institution ;  to  make  inspections  of  buildings  and  see  that 
all  fire  hazards  are  removed  and  exits  kept  clear  and  that  all  apparatus, 
alarm  systems,  hydrants,  pumps,  and  other  appliances  are  ready  for  immediate 
use;  to  make  reports  and  recommendations;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  practical  experience  in  fighting  fires,  or  inspectlonal  work  In 
a  municipal  fire  department ;  intimate  knowledge  of  the  entire  work  of  a  fire 
company  and  the  use  of  fire-fighting  appliances  and  apparatus;  knowledge  of 
fire  and  police  alarm  systems ;  thorough  knowledge  of  sprinkler  systems ;  ability 
to  lead  and  command  men ;  good  judgment ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From  :  Junior  Building  Fire  Warden. 

Compensation  for  Class 

Annual:  $23 60-$2220-$2280 
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Title  of  Class  : 

FIRE  PREVENTION  ENGINEER 

Speeificationg  of  Clmss  ^7 J 

Duties:  O  4  ^ 

Under  general  supervision,  witliin  a  department  or  other  branch  of  the  Gov- 
erDment,  to  conduct  investigations,  submit  reports,  and  make  recommendations 
leading  to  improvements  in  fire  prevention  methods,  and  in  the  Installation  of 
fire  prevention  and  flre-flghting  apparatus,  equipment,  and  devices  In  Govern- 
ment owned,  leased,  or  controlled  properties;  and  to  perform  related  work  as 
required. 

Examples:  Passing  upon  the  adequacy  of  water  supply  systems,  flre-flghting 
personnel  and  apparatus,  and  facilities  for  the  transmitting  of  alarms  of  fires ; 
making  recommendations  for  the  elimination  or  neutralization  of  fire  hazards; 
reporting  on  the  relative  advantages  of  various  fire-proofing  building  materials 
and  the  relative  merit  of  fire  prevention  equipment  and  devices ;  investigating 
and  reporting  on  the  cause  and  damage  by  fire  In  Government  properties ;  con- 
ferring with,  and  stimulating  Interest  among,  officials;  acting  as  consulting 
engineer  on  fire  prevention  improvements  and  methods ;  attending  conferences ; 
keeping  records  and  making,  receiving,  and  reviewing  reports. 

Qualificatioiifl: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  technical  college  training;  not  less  than  three  years*  experience  In 
the  practice  of  fire  prevention  and  fire  protection  engineering  and  Inspection 
work,  or  In  work  giving  similar  training  and  experience:  fair  knowledge  of 
building  construction  and  civil  engineering  work;  thorough  knowledge  of  fire 
prevention  methods  and  of  fire  fighting  personnel,  apparatus,  devices,  and  ap- 
pliances ;  tact,  good  Judgment,  and  good  address. 

Compensation  for  Class 

Annual:  $3000 


21.  THE  INVESTIGATIONAL  AND  INSPECTIONAL 

SERVICE 

This  service  includes  classes  of  positions,  the  duties  of  which  are  to  cftlkrt 
and  report  facts  upon  which  further  research  or  official  recoinviendation  or 
action  may  be  based,  or  to  determine  whether  laws  or  regulations  have  been 
complied  with,  or  to  exercise  supervision  over  employees  exclusively  io 
engaged  or  engaged  in  work  incidental  thereto,  provided  that  the  position 
dotiS  not  give  police  power  nor  demand  that  the  incumbent  possess  qualifica- 
tions which  would  bring  the  position  within  one  ot  the  technical,  scientific, 
or  professional  or  other  scnnccs. 


City  Bbfusb  and  Saihtation  : 
Inipector  of  City  RefiuM 
Chief  Inipcctor  of  City  RefoM 

Sanitary  Inipoctor 

Anistant  Chiof  Sanitary  Inspoetor 

Cliiof  Sanitary  Inipoctor 

Elbtatobs : 

Inapector  of  Eloraton 
Cliicf  Inapoctor  of  EloTaton 

Food  Pboducts  and  Liyb  Stock  : 
Food  Inapoctor 
Meat  Inapoctor,  Bareaa  of  Animal  Indoatry 

Iniapector  of  LiTe  Stock  Sliipmenta,  Bareaa  of  Animal  Indnetry 

Gas  and  Mbtebs  : 

Gaa  Meter  Inipoctor 

Aiiiitant  Chief  Inipoctor  of  Gaa  and  Metan 

Chief  Inipector  of  Gaa  and  Metera 

Stbebt  Lighting  and  Elbctbical  Wobk: 
Inipector  of  Street  Lifffatinv 
Inapoctor  of  Electrical  Conitractlon 

Supplies  and  Matsbial: 

Member,  Board  of  Sappllei  Inipection,  Poit  Ottee  Department 
Chairman,  Board  of  Sappllei  Inapoction,  Foot  OAee  Department 

Inipoctor  of  Sappllei  and  Materiali 

Inipector  of  Sabiiitence  SappUei,  War  Department 

Saperriilnf  Inipector  of  Shoea  and  Leather,  War  Department 

Coal  Sampler 

Tbanspobtation  : 

Inipector  of  LocomotiToi 
Anlitant  Chief  Inipector  of  LocomotlTei 
Chief  Inipector  of  LocomotlTei 
Inipector  of  Ballroad  Safety  Appliance! 

Aiiiitant  Chief,  Bareaa  of  Safety 
Chief,  Bareaa  of  Safety 

Valaatlon  Inipector  of  Bailroad  Eqaipment  (Groap) 

« 

Inapoctor  of  Traniportation  Utilitlei 

Weights  and  Mbasubbs  : 

Janior  Inipector  of  Wciffhti  and  Moaiarei 

Senior  Inipector  of  Weif  hti  and  Meaiarei,  Bareaa  of  Standaidi 
Anlitant  Chief  Inipector  of  Weiffhti  and  Meainrei,  Bareaa  of  Standard! 
Chief  Inipector  of  Welfhti  and  Meaiarei,  Bareaa  of  Standards 

Clilef  Inipector  of  Weifhti  and  Meaiarei,  Diitrict  of  ColamUa 
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OTHBR  CLASSSS  I3f  THB  IlTTESTIOATIONAL  AND  INSPBCTIONAL  BBBTICB  : 

Sp«dal  IiiiQMctor,  Department  of  tiie  Interior 
Chief,  Inspectioa  DiTlsien,  OlBee  of  Indian  Affoin 

Inspector  of  Clolms,  OiBce  of  Corporation  Coaneel 

Cliief  Intelligence  Oilcer,  United  Statei  Sliippinv  Board 

Inspector  of  Accident  Hasards,  War  Department 

Inmectfw  of  Insecticidee  and  Fanflcides 

Injector,  Plant  Protection  Dlrislon,  Air  Senrlce 


CITY  REFUSE  AND  SANITATION 


Title  of  Class  : 

INSPECTOR  OF  CITY  REFUSE 

Specifications  of  Class  ^  ^  ^ 

Duties:  O  4  O 

Under  the  general  supervision  of  the  Chief  Inspector  of  City  Refuse,  to 
inspect  the  collection  and  disposal  of  garbage,  ashes,  trash,  dead  animals,  and 
other  dty  refuse;  to  instruct  householders  as  to  their  rights  and  duties  in 
such  collection  and  disposal ;  to  lnve*«tlgate  complaints ;  and  to  perform 
related  work  as  required. 

Qnalificatioiui: 

Common  school  education ;  not  less  than  one  yearns  experience  in  inspectional 
work,  or  its  equivalent;  thorough  knowledge  of  the  laws  and  regulations  in 
force  In  the  District  of  Columbia  relating  to  city  refuse;  tact  and  good 
judgment. 

Principal  Lines  of  Promotion 

To :  Chief  Inspector  of  City  Refuse. 

Compensation  for  Class 

Annual:  $150(>-$156(>-«162O-fl680 


TnxE  OF  Class  : 

CHIEF  INSPECTOR  OF  CITY  REFUSE 

Specifications  of  Class  ^^z  U 

Duties:  '^  '  ^ 

Under  general  superxision,  to  direct  the  work  of  Inspectors  of  City  Refuse; 
to  make  special  investigations  of  complaints ;  and  to  perform  office  and  other 
related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years*  experience  in  inspec- 
tional work,  or  its  equivalent ;  thorough  knowledge  of  the  laws  and  regulations 
in  force  in  the  District  of  Columbia  relating  to  city  refuse ;  supervisory  ability ; 
tact  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Inspector  of  City  Refuse. 

Compensation  for  Class 

Anni]al--^2400 
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TiTLB  OF  Class  : 
SANITARY  INSPECTOR 

Specifications  of  Class  O  i  i 

Duties: 

Under  the  general  supervision  of  the  Chief  Sanitary  Inspector",  to  inspect 
premises  for  insanitary  conditions,  upon  written  or  oral  complaint;  to  make, 
from  time  to  time,  systematic  inspections  of  restaurants,  schools,  hospitals, 
stables,  laundries,  and  other  establishments  and  private  residences  with  respect 
to  their  conformity  to  the  laws  and  regulations  concerning  sanitation;  to 
perform  Incidental  clerical  work,  such  as  keeping  records  and  preparing  reports; 
to  visit  heat  and  power  plants  and  other  coal  burning  establishments,  for  the 
purpose  of  making  observation^  in  regard  to  violations  of  the  Smoke  Law,  and 
to  make  careful  and  detailed  report  of  such  observations  and  violations;  to 
assist  in  the  prosecution  of  cases  by  swearing  to  information  for  warrants  and 
by  giving  testimony ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  one  year's  experience  in  sanitary  inspection,  or  Its  equivalent; 
thorough  knowledge  of  the  laws  and  regulations  in  force  in  the  District  of 
Columbia  concerning  public  health,  and  of  the  relations  of  the  Health  Depart- 
ment to  other  departments ;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

To :  Assistant  Chief  Sanltai-y  Inspector. 

Compensation  for  Class 

Annual :  $1320-$1440-$1560-41680 


Title  of  Class  : 

ASSISTANT  CHIEF  SANITARY  INSPECTOR 

Specifications  of  Class  ^^  ^^ 

Duties:  *^  •  ^■ 

To  assist  the  Chief  Sanitary  Inspector  in  the  supervision  of  sanitary  inspec- 
tional  work;  to  have  special  supervision  of  investigations  regarding  industrial 
hygiene  and  occupational  diseases;  to  make  special  inspections  of  heating  and 
steam  power  plants  relative  to  the  enforcement  of  the  Smoke  Law ;  to  act  as 
Chief  Sanitary  Inspector  In  the  absence  of  that  official ;  and  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represente<l  by  graduation  from  high  school;  not 
less  than  three  years'  experience  in  sanitary  inspectional  work;  thorough 
knowledge  of  the  laws  and  regulations  in  force  in  the  District  of  Columbia 
relating  to  public  her4ith;  supervisory  ability;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Sanitary  Inspector. 
To :  Chief  Sanitary  Inspector. 

Compensation  for  Class 

Annual :  $174a-$1860-$1980 

Title  of  Class  : 

CHIEF  SANITARY  INSPECTOR 

r'  ^j  i\ 

Specifications  of  Class  0  i  %* 

Duties: 

Under  the  general  direction  of  the  Health  Officer,  to  have  charge  of  the  en- 
forcement of  the  laws  and  r'»gulations  in  force  in  the  District  of  Columbia  gov- 
erning the  public  health,  with  respect  to  sanitation,  smoke,  and  the  El^ht  Hour 


BEGLASSIFICATION  COMMISSION  REPORT — ^PART  H.  285 

Female  Labor  Law;  to  nsslst  in  the  enforcement  of  regulations  in  regard  to 
contagious  diseases  and  vital  statistics;  to  super\i8e  the  inspectlonal  force 
engaged  in  this  work ;  to  innke  inspections  in  the  field  in  important  cases ;  and 
to  perform  other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  five  years'  experience  in  sanitary  field  work ;  thorough  knowledge  of 
the  sanitary  laws  and  regulations  in  force  in  the  District  of  Columbia ;  adminis- 
trative ability ;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Assistant  Chief  Sanitary  Inspector. 

Compensation  for  Class 

Annual:  $2400 

ELEVATORS 


Title  or  Class  : 

INSPECTOR  OF  ELEVATORS 

Specifications  of  Class  0  O  U 

Dntiea: 

Under  the  supervision  of  the  Chief  I^^spector  of  Elevators  of  the  District  of 
Columbia,  to  inspect  elevators,  their  appurtenances,  and  similar  appliances  as 
to  their  strength,  safety,  and  operation,  and  their  compliance  with  the  laws  and 
regulations  relating  thereto  in  force  in  the  District  of  Columbia;  to  examine 
plans  and  specifications  for  the  installation  of  elevators  and  similar  appliances 
and  to  decide  upon  their  compliance  with  such  laws  and  regulations ;  to  make 
reports  on  such  inspections ;  and  to  perform  related  work  as  required. 

Qualifications : 

Common-school  education ;  not  less  tlian  five  years'  experience  as  an  elevator 
mechanic,  including  apprenticeship,  or  experience  considered  the  full  equivalent 
thereof:  knowledge  of  the  construction  and  operation  of  elevators  and  similar 
appliances;  tact  and  resourcefulness 

Principal  Lines  of  Promotion 

To:  Chief  Inspector  of  Elevators. 

Compensation  for  Class 

Annual:  $1500-^1560-|1620-$1680 


Title  of  Class  : 

CHIEF  INSPECTOR  OF  ELEVATORS 

Specifications  of  Class  0  S  1 

Duties: 

Under  the  general  direction  of  the  Inspector  of  Buildings  of  the  District  of 
Columbia,  to  direct  and  be  responsible  for  the  inspection  of  elevators,  their  ap- 
purtenances, and  other  similar  appliances,  as  t«  their  strength,  safety,  and 
operation,  and  their  compliance  witii  the  laws  and  regulations  relating  thereto 
in  force  in  the  District  of  Columbia ;  to  supervise  the  examination  of  plans  and 
specifications  for  the  installation  of  elevators  and  similar  appliances  and  to 
decide  upon  their  compliance  with  such  laws  and  regulations;  personally  to 
perform  difficult  and  responsible  inspections ;  to  examine  and  test  new  devices 
and  equipment  in  elevator  service ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  responsible  experience  in  the  inspection  of  elevators  and 


286  BECLASSIFICATION  COMMISSION  REPOBT — ^PABT  U. 

Similar  appliances;  thorough  knowledge  of  the  construction  and  operation  of 
such  appliances ;  supervisory  ability ;  good  address  and  resourcefulness 

Principal  Lines  of  Promotion 

From :  Inspector  of  Elevators. 

Compensation  for  Class 

Annual:  $1800-$192<M2040-$2ieO 


FOOD  PRODUCTS  AND  LIVE  STOCK 


Title  of  Class  : 
FOOD  INSPECTOR 

Specifications  of  Class  f^  S  2 

Duties:  cf  u  ^ 

Under  the  general  supervision  of  the  Chief  Food  Inspector,  to  inspect  the 
sanitary  condition  of  markets,  groceries,  restaurants,  and  other  places  where 
foods  are  prepared  for  sale  and  sold,  with  reference  to  their  conformity  to  food 
laws  and  regulations;  to  examine  food  products  as  to  their  fitness  for  human 
consumption ;  to  assist  in  the  prosecution  of  cases  by  swearing  to  information 
for  warrants,  and  by  giving  testimony ;  and  to  perform  related  work  as  required. 

Examples :  Inspecting  milk  plants  and  ice-cream  factories ;  making  daily  in- 
spections of  milk  and  containers  on  their  arrival  at  milk  depots;  collecting 
samples  of  food  products  for  chemical  and  bacteriological  examination ;  inspect- 
ing fish  markets  and  sea  food. 

Qualifications: 

Common-school  education ;  not  less  than  two  years'  experience  in  food  inspe^ 
tion,  or  its  equivalent;  practical  knowledge  of  the  condition  and  sanitary  han- 
dling of  food  products  and  of  the  sanitation  of  places  where  such  products  are 
prepared  and  sold;  thorough  knowledge  of  the  food  laws  and  regulations  in 
force  in  the  District  of  Columbia  ;  tact  and  good  judgment. 

Compensation  for  Class 

Annual:  $1320-$1440-$1560-$1680 


Title  of  Class  : 

MEAT   INSPECTOR,  BUREAU  OF  ANIMAL  INDUSTRY 

Specifications  of  Class  flS^lli 

Duties:  ^^^^ 

Under  general  supervision,  to  inspect  meat  and  meat  products  received,  pro- 
cessed, and  shipped  or  sold ;  to  supervise  the  processing,  marketing,  and  labeling 
of  meats  and  meat  products ;  to  inspect  the  sanitary  conditions  of  establishments 
where  such  products  are  handled,  including  the  inspection  of  equipment  and 
clothing  of  employees ;  to  assist  veterinary  inspectors  in  ante  mortem  and  post- 
mortem inspections  of  animals;  to  make  necessary  reports;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years'  practical  experience  in 
handling  meat  and  meat  products,  or  three  years*  inspectlonal  work  relating 
thereto,  or  the  equivalent ;  knowledge  of  the  laws  and  regulations  relating  to  the 
testing  and  inspecting  of  meat  and  meat  products  and  the  related  sanitary 
laws  and  regulations;  and  good  judgment. 

Compensation  for  Class 

Annual :  $138M144(>-$150M1560-41620 
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TiTLB  07  OIA68  : 

INSPECTOR  OF  LIVE  STOCK   SHIPMENTS,  BUREAU  OF  ANIMAL 
INDUSTRY 

Specifications  of  Class  /^#j 

Duties:  ^o4 

Under  the  general  direction  of  the  veterinarian  in  charge  of  the  Field  In- 
spection Division  of  the  Bureau  of  Animal  Industry,  to  assist  in  the  supervi- 
sion of  the  work  of  the  Division ;  to  have  special  charge  of  the  enforcement  of 
the  laws  and  regulations  relating  to  the  feeding,  watering,  and  resting  of  live 
stock  shipped  In  interstate  commerce  and  to  the  treatment  of  animals  where 
they  are  unloaded ;  to  investigate  violations  of  the  laws  and  regulations  relat- 
ing to  the  quarantine  and  interstate  movement  of  live  stock ;  to  prepare  cases 
growing  out  of  such  violations  for  transmittal  to  the  Solicitor's  office  of  the 
Department  of  Agriculture;  to  supervise  the  locating,  cleaning,  and  disinfec- 
tion of  cars  used  in  interstate  transportation  of  animals  infected  with  communi- 
cable diseases;  to  direct  the  statistical  work  of  the  Division;  and  to  perform 
C'ther  related  work. 

QnaHficatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  experience  In  field  Ingpectional  work,  at  least  t^o 
of  which  shall  have  been  in  a  supervisory  capacity ;  thorough  knowledge  of  the 
laws  and  regulations  relating  to  the  interstate  shipment  and  quarantine  of  live 
stock :  proven  supervisory  ability ;  tact  and  resourcefulness. 

Compensation  for  Class 

Annual:  $2340-$2400-$2460-^2520 


GAS  AND  METERS 
Title  of  Class: 

GAS  METER  INSPECTOR 

Specifications  of  Class  /)  Si  '*) 

Duties:  ^^:>0 

Under  the  supervision  of  the  Chief  Inspector  or  the  Assistant  Chief  Inspec- 
tor of  Gas  and  Meters,  to  test  and  seal  gas  meters  installed  by  the  gas  utili- 
ties ;  to  Inspect  and  test  gas  meters  upon  request  of  consumers  or  gas  utilities ; 
to  verify  the  statements  of  gas  meters  in  buildings  and  offices  occupied  by  the 
District  Government  and  to  certify  to  the  correctness  of  the  accounts  for  the 
use  of  gas;  to  keep  records  of  meter  tests;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  b^  graduation  from  a  technical  high 
school :  not  less  than  one  year's  experience  in  testing  and  re^dfng  gas  meters, 
or  equivalent  experience ;  and  accuracy. 

Principal  Lines  of  Promotion 

To :  Assistant  Chief  Inspector  of  Gas  and  Meters. 

Compensation  for  Class 

Annual:  $120(M1260-$ld20-$1380 


Title  of  Class  : 

ASSISTANT  CHIEF  INSPECTOR  OF  GAS  AND  METERS 

Specifications  of  Class  1/  O  U 

Duties: 

Under  the  direction  of  the  Chief  Inspector  of  Gas  and  Meters,  to  supervise 
and  assist  in  the  testing  and  sealing  of  gas  meters  upon  complaint  of  consumers 
or  gas  utilities,  and  of  all  new  and  repaired  gas  meters  installcnl  by  gas  utili- 
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ties;  to  advise  complainants  of  the  results  of  such  tests;  to  investigate  dif- 
ferences between  consumers  and  gas  utilities;  to  mal^e  tests  of  gas  for  the 
determination  of  the  heating  value  and  lighting  power,  and  of  the  sulphur, 
ammonia,  and  hydrogen  sulphide  content;  to  keep  necessary  records  and  in- 
dexes, and  to  make  reports ;  to  act  as  Chief  Inspector  of  Gas  and  Meters  in  the 
absence  of  that  official ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
knowledge  of  analytical  chemistry,  and  of  the  manufacture  of  illuminating  gas: 
supervisory  ability ;  tact  and  good  judgment. 

'    Principal  Lines  of  Promotion 

From:  Gas  Meter  Inspector. 

To :  Chief  Inspector  of  Gas  and  Meters. 

Compenaation  for  Class 


Title  or  Class: 

CHIEF  INSPECTOR  OF  GAS  AND  METERS  ^ 

Specifications  of  Class  00  • 

Duties: 

To  direct  and  be  responsible  for  the  work  of  the  Gas  Inspection  Bureau  of  the 
District  of  Columbia ;  to  receive  requests  for  meter  tests ;  to  collect  inspection 
fees  and  account  for  such  fees  to  the  Auditor  of  the  District  of  Columbia;  to 
make  daily  tests  of  gas  furnished  by  gas  utilities,  for  heating  value,  purity  and 
illuminating  power;  to  keep  records  of  such  tests  and  of  gas  pressures;  and  to 
perform  other  related  work. 

Qualifications: 

Preferably  training  equivalent  to  that  represented  by  graduation  with  a  de- 
gree from  an  institution  of  recognized  standing,  with  major  work  in  chemistry; 
not  less  than  five  years'  responsible  experience  in  the  manufacture  of  illumi- 
nating gas  or  in  a  gas  testing  laboratory ;  thorough  knowledge  of  the  analysis 
and  testing  of  illuminating  gas;  administrative  ability;  and  good  Judgment. 

Compensation  for  Class 


SJTREET  LIGHTING  AND  ELECTRICAL  WORK. 


Title  of  Class  : 

INSPECTOR  OF  STREET  LIGHTING  ^  X  S 

Specifications  of  Class 
Duties: 

Under  direction,  to  inspect  street  lighting  and  the  installation  therefor,  and 
to  perform  clerical  and  other  related  work  as  required. 

Examples :  Inspecting  breaks  of  gas  and  electric  lamp-posts ;  inspecting  new 
lamp-posts  installed;  inspecting  castings  for  street-lighting  appliances  received 
by  the  Electrical  Department  from  foundries;  issuing  material  to  gas  and 
electric  utilities  from  the  storeroom  of  the  Department. 

Qualifications: 

Common-school  education ;  familiarity  with  the  city  and  Its  suburbs ;  knowl- 
edge of  castings ;  and  ability  to  perform  simple  clerical  work. 

Compensation  for  Class 

Annual :  $1200-$1260-$132a-$1380 
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Title  of  Glass  : 

INSPECTOR  OF  ELECTRICAL  CONSTRUCTION 

Sp«eillcatiofiB  of  Class  ^SJi^ 

Duties:  O0\f 

Under  general  direction,  to  inspect  overhead  electric  wire  construction  in  tlie 
District  of  Columbia;  to  examine  drawings  and  plats,  to  make  surveys  in  the 
field,  and  from  these  sources,  to  make  recommendations  for  consideration  in 
granting  permits  for  such  construction  or  for  alterations  thereof;  to  see  that 
construction  and  alterations  comply  with  the  terms  of  the  permits;  to  inspect 
the  electrical  equipment  of  motion-picture  theaters;  to  read  electric  meters  in 
tuildings  under  the  control  of  the  District  of  Columbia  and  to  certify  vouchers 
submitted  for  current  furnished  by  the  electric  utility  before  they  are  audited ; 
to  perform  incidental  clerical  work,  such  as  keeping  records  and  making  re- 
ports ;  and  to  perform  related  work  as.  required. 

QaalificatiMis: 

Training  equivalent  to  that  represented  by  graduation  from  a  tq$h|i|cal  high 
school;  not  less  than  two  years*  experience  in  inspecting  overhead  electric 
wire  construction,  or  experience  of  equivaloit  character;  keen  observation ;  good 
judgment,  tact,  and  discretion.  .      .   .  i 

Compensation  for  Class 

Annual:  $132O-$1380^1440-$1500 


SUPPLIES  AND  MATERIALS 


Trrus  of  Class: 

MEMBER,  BOARD  OF  SUPPLIES  INSPECTIONS-POST  OFFICE  DE- 
PARTMENT 

Speeillcatiofis  of  Class  '51)0 

Duties:  *   ^^ 

Under  the  general  supervision  of  the  Chairman  of  the  Board  of  Inspection  of 
the  Post  Office  D^artment,  to  receive,  inspect,  test,  or  cause  to  be  tested,  for 
quality  and  quantity,  all  supplies  received  at  Washington,  D.  C,  for  the  Post 
Office  Department  or  the  Postal  Service;  to  recommend  the  acceptance,  rejec- 
tion, or  acceptance  with  deductions,  of  such  supplies;  to  dispose  of  all  supplies 
as  directed  by  the  Purchasing  Agent ;  to  inspect  useless  or  unserviceable  prop- 
erty of  the  Department  in  Washington,  D.  C.,  and  recommend  the  disposition 
thereof;  to  keep  records  and  files;  to  make  reports;  ahd  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  responsible  experience  in  the  handling  or  inq;>ection  of 
various  kinds  of  supplies ;  extensive  knowledge  of  materials  and  workmanship ; 
good  Judgment  and  adaptability. 

PrindiMl  Lines  of  Promotion 

To:  Chairman,  Board  of  Supplies  Inspection — ^Post  Office  D^(>artment. 

Compensation  for  Class 

Annual:  $156(Ml«20-41680-n74(>-$1800-$186e 


Tttlb  or  Class  : 

CHAIRMAN,   BOABD    OF   SUPPLIES   INSPECTION--^OST   OFFICE 
DEPARTMENT 

Under  general  direction,  to  supervise  the  inspection  and  testing  of  all  sup- 
plies purchased  for  the  Post  Office  Department  and  the  Postal  S^ice,  which 
are  received  in  Washington,  D.  C. ;  to  supervise  the  inspection  and  to  recom- 
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mend  the  disposition  of  useless  and  unserviceable  property  of  the  D^artment 
in  Washington,  D.  0. ;  to  keep  necessary  records  and  files ;  to  make  reports ;  and 
to  perform  related  work. 

Qualificstions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  responsible  experience  in  handling  or  inspecting  various 
kinds  of  supplies ;  extensive  knowledge  of  materials  and  workmanship ;  special 
knowledge  of  departmental  supplies;  supervisory  ability  and  good  judgment 

PrindiMl  Lines  of  Promotkm 

From :  Member,  Board  of  Supplies  Inspection — ^Post  Office  Department 

GompenMitioii  for  Class 

Annual:  $2400 

TiTLB  or  Class: 

INSPECTOR  OF  SUPPUES  AND  MATERIALS  ^^.^ 

Speeificatioiis  of  Class  ^  *^  ^ 

Dntios: 

Under  supervision,  to  make  simple  inspections  of  supplies  and  materials; 
to  verify  quality,  quantity,  condition,  and  weight  of  material  and  supplies;  and 
to  perform  related  work  as  required. 

Qualillcstioiui: 

Oommon-school  education;  not  less  than  six  months*  experience  in  grading 
and  irnqpN^cting  materials  and  supplies;  good  Judgment  and  int^rrity. 

PrindiMl  Lines  of  Prouotisn 

From:  Junior  Storekeq;>er. 
To:  Hcfad  Storekeeper. 

Compensation  for  Class 

Annual:  $132O-4138a-¥1440^100O-«1560 


TniJB  or  Class  : 

INSPECTOR  OF  SUBSISTENCE  SUPPLIES,  WAR  DEPARTMENT 

Spedfications  of  Class  ^  M  "^ 

Doties:  •  ^*''^ 

Under  general  direction,  to  supervise  the  inspection  of  subsistence  supplies  of 
camps,  cantonments,  and  Army  supply  bases;  to  coordinate  the  work  of  local 
Inepectors  and  to  main^tain  uniform  methods  of  inspection ;  to  see  that  no  unfit 
food  is  purchased  and  that  supplies  are  properly  stored ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  b^  graduatlbn  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  the  chemistry  of 
foods ;  extended  and  responsible  experience  in  food  inspection  or  its  equivalent ; 
and  proven  administrative  ability. 

Compensation  for  Class 

Annual:  $8600 

TmjB  or  Class: 

SUPI^VISINO  INSPECTOR  OF  SHOES  AND  LEATHER,  WAR  DE- 
PARTMENT 

Specifications  of  Class  '  l\  Q  ^ 

Duties:  %/    1    « 

Under  general  direction,  to  inspect  shoes  and  leather  for  the  United  States 
Army ;  to  instruct  and  advise  other  inspectors ;  and  to  perform  related  work  as 
required. 
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QoaliiiotkMMit 

Comipoii-BChool  education ;  not  len  than  two  yean'  experience  in  the  handling 
of  shoes  and  leather;  thoroQ£^  knowledge  of  the  materials  and  workmanship 
entering  into  the  manufacture  of  shoes  and  leather;  supervisory  ahility,  tact, 
and  good  Judgment 

CompeiisatloB  for  Class 

Annual :  $18eO-|198(M2100 

TmM  or  Glass:  ] 

COAL  8AMPLKR 

Spedflcations  of  Class  5 !)  /) 

Dirtiea: 

Under  genelral  direction,  to  take  samples  of  coal  purchased  by  the  Govern- 
ment and  prepare  them  for  laboratory  analysis ;  to  check  and  average  reports 
of  analyses  for  publication ;  and  to  perform  related  work  ^s  required. 

QaalHicatioMS! 

Training  equivalent  to  that  represented  by  two  years  of  high  school,  and  by 
not  less  than  two  years'  experience  in  handling  coal ;  and  good  Jud^nent. 

Compensatioii  for  Class 

Annual:  $1880-fl44O-fl500-|150(>-1620 


TRANSPORTATION 


Trnx  or  Clabs: 

INSPECTOR  OF  LOCOMOTIVES 

Speeillcatiinis  of  Class  Ki\i* 

Duties:  OJ\} 

Under  the  general  direction  of  the  Chief  Inspector  of  Locomotives,  to  make 
field  lneq[>ectlons  of  locomotives;  to  submit  reports  of  such  inspections;  to 
interview  railroad  officials  and  investigate  shop-practices  relative  to  the  main- 
tenance of  locomotives;  to  investigate  accidents  to  locomotives  that  result  in 
personal  Injury  or  death;  and  to  perform  related  work  as  required. 

Qnalifiealioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
and  by  not  less  than  five  years'  experience  In  the  construction,  repair,  and 
operation  of  locomotives  and  appurtenances  thereof.  Including  air  brake  sys- 
tems; familiarity  with  locomotive  inspection  laws,  rules,  and  instructions;  and 
good  judgment 

PrindlMd  Lines  of  ProMotian 

To:  Assistant  Chief  Inspector  of  Locomotives. 

Compensation  for  Class 

Annual:  |3000 
Title  or  Ciasb  : 

ASSISTANT  CHIEF  INSPECTOR  OF  LOCOMOTIVES 

11  r\'^  Spedllcations  of  Class  «^  «*  ^ 

Duties:      f*  P  T 

Under  the  supeHlsion  of  the  Chief  Im^ector  of  Locomotives,  to  assist  in  the 
enforcem«it  of  the  laws,  regulations,  and  instructions  for  the  inspection  and 
testing  of  locomotives,  tenders,  and  their  appurtenances ;  to  assist  in  the  super- 
vision of  the  work  of  district  inspectors;  to  assist  in  the  investigation  of,  or 
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personally  to  investigate,  accidents  caused  by  the  failure  of  a  locomotive  or 
tender  or  any  appurtenance  thereof,  which  result  in  serious  personal  injury  or 
death ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably,  graduation  with  a  degree  from  an  institution  of  recognized  standing, 
with  major  work  in  mechanical  engineering ;  long  and  responsible  experience  in 
the  operating  division  of  a  large  railroad,  or  its  equivalent ;  thorough  practical 
knowledge  of  the  construction,  operation,  and  repair  of  locomotives;  thorough 
knowledge  of  the  laws,  regulations,  and  instructions  relating  to  the  Inspection 
and  testing  of  locomotives,  tenders,  and  their  appurtenances;  and  supervisory 
ability. 

Principal  Lines  of  Promotion 

From :  Inspector  of  Locomotives. 
To :  Chief  Inspector  of  Locomotives. 

Compensation  for  Clam 

Annual:  $3600-|3720-$3840  ^_j 

Title  of  Class  : 

CHIEF  INSPECTOR  OF  LOCOMOTIVES  rUQ 

Spedficationa  of  Claaa  O  «l  O 

Duties: 

Under  the  general  super^dsion  of  the  Interstate  Commerce  Commission,  to  be 
responsible  for  the  enforcement  of  the  laws,  regulations,  and  instructions  for 
the  inspection  and  testing  of  locomotives,  tenders,  and  their  appurtenances; 
to  direct  the  work  of  Assistant  Chief  Inspectors,  district  Inspectors,  and  other 
employees;  to  prepare  lists  of  questions  on  the  construction,  r^alr,  operation, 
testing,  and  inspection  of  locomotives  and  tenders  and  their  appurtenances,  to 
be  used  by  the  Civil  Service  Commission  as  part  of  the  exaniinatipn  of  appli- 
cants for  appointment  as  Inspectors  of  Locomotives ;  to  investigate,  personally, 
or  through  an  Assistant  Chief  Inspector  or  designated  district  inspector,  acci- 
dents caused  by  the  failure  of  a  locomotive  or  tender  or  any  appurtenance 
thereof,  which  result  in  the  death  or  serious  injury  of  one  or  more  persons ;  to 
compile  statistics  and  prepare  reports ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably,  graduation  with  a  degree  from  an  institution  ot  recognized  stand- 
ing, with  major  work  in  mechanical  engineering;  long  and  responsible  experi- 
ence in  tike  operating  division  of  a  large  railroad,  or  its  equival^it;  thorough 
practical  knowledge  of  the  construction,  operation,  inspection,  testing;  and 
repair  of  locomotives;  intimate  familiarity  with  the  laws,  regulations,  and 
instructions  relating  to  the  inspection  and  testing  of  locomotives,  tenders,  and 
their  appurtenances ;  and  proven  administrative  ability. 

Prindpal  Lines  of  Promotion 

From :  Assistant  Chief  Inspector  of  Locomotives. 

Compensation  for  Qass 

Annual :  $4500 

TrrLE  OF  Class  : 

INSPECTOR  OF  RAILROAD  SAFETY  APPLIANCES 

Spedficationa  of  Oaaa  501) 

Duties: 

Under  the  general  supervision  of  the  Chief  of  the  Bureau  of  Safiety  of  the 
Interstate  Commerce  cSommisslon,  to  inspect  safety  appliances  on  railroad 
equipment;  to  investigate  railroad  accidents;  to  conduct  examinations  and 
tests  of  safety  devices;  when  required,  to  perform  necessary  office  work,  such 
as  examining  and  checking  reports  sent  in  by  other  inspectors,  supervising 
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the  tabulation  of  data  contained  therein,  and  conducting  correspondence  re- 
garding inspection  reports  and  safety-appliance  standards ;  and  to  perform  re- 
lated work  as  required. 

Examples:  Inspecting  freight  and  passenger  cars  and  locomotives  as  to 
their  conformity  to  safety-appliance  laws  and  regulations,  especially  with  re- 
spect to  the  efficiency  of  the  power  brakes;  investigating  railroad  accidents, 
involving  tests  of  signals  and  interlocking  devices;  examining  and  testing 
automatic  train-control  systems  and  other  safety  devices. 

QnalificalioiiB: 

Common-school  education;  not  less  than  five  years*  experience  in  railroad 
operation;  thorough  knowledge  of  operating  requirements  and  of  the  Federal 
laws  and  regulations  relating  to  railroad  safety  appliances;  tact  and  good  Judg- 
ment 

Compensation  for  CUuni 

Annual:  $276(>4288O-4S00O 

Tttlk  or  Glass: 

ASSISTANT  CHIEF,  BUREAU  OF  SAFETY 

Spedfiealionfl  of  CUuw  (\  ()  () 

Duties:  ^  ^  ^^ 

To  assist  in  the  general  administration  of  the  Bureau  of  Safety,  Interstate 
Commerce  Commission,  by  performing  such  work  as  may  be  assigned  by  the 
Chief  of  the  Bureau  in  connection  with  the  enforcement  of  the  Safety  Ap- 
pliance Law,  the  Hours  of  Service  Law,  the  Accident  Investigation  Law,  and 
the  laws  and  regulations  relating  to  the  inspection  and  testing  of  railroad 
safety  appliances;  to  assist  in  tiie  direction  of  the  work  of  attorneys,  in- 
spectors, and  other  employees  of  tbe  Bureau;  and  to  perform  related  work 
as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years*  responsible  experience  In  railroad  operation  or  as 
an  inspector  of  the  Bureau  of  Safety;  thorough  knowledge  of  railroad  opera- 
ting practices  and  requirements;  ability  to  prepare  technical  reports  on  rail- 
road safety  devices,  railroad  accidents,  and  related  matters;  and  admlnistra- 
tratlve  ability. 

Principal  lines  of  Promotion 

To :  Chief,  Bureau  of  Safety. 

Compensation  for  Oass 

Annual:  $4000 


Title  of  Class  : 

CHIEF,  BUREAU  OF  SAFETY 

Specifications  of  Class  U  (J  1 

Duties: 

Under  the  general  supervision  of  the  Interstate  Commerce  Commission,  to 
be  responsible  for  the  enforcement  of  the  Safety  Appliance  Law,  the  Hours  of 
Service  Law,  the  Accident  Investigation  Law,  and  the  laws  and  regulations 
relating  to  the  inspection  and  testing  of  railroad  safety  appliances;  to  direct 
the  inspectional,  legal,  and  office  force  engaged  In  such  work;  to  supervise 
the  examination  and  testing  of  new  safety  appliances  and  to  report  the  results 
thereof;  to  serve  as  a  member  of  the  committee  which  investigates  and  passes 
upon  applications  for  medals  of  honor  under  the  Act  of  February  23,  1005; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  seven  years*  responsible  experience  in  railroad  operation,  or  as  an 
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inspector  in  the  Bureau  of  Safety ;.  thorough  knowledge  of  railroad  operating 
practices  and  requirements;  and  proven  administratiye  ability. 

Principal  Lines  of  Promotion 

l^^rom :  Assistant  Chief,  Bureau  of  Safety. 

Compensation  for  Class 

Annual:  $5000 


Name  of  Group  of  Olassbs  : 

VALUATION  INSPECTOR  OF  RAILROAD  EQUIPMENT 

Titles  of  Typical  Classes  in  Group  : 

Valuation  Inspector  of  Motive  Power 
Valuation  Inspector  of  Car  Equipment 

Specifications  of  Classes  in  Group  qU/v 

Duties: 

Under  general  supervision;  in  connection  wltb  the  valuation  work  of  the 
Interstate  Commerce  Commission,  to  inspect  locomotives  and  locomotive  equip- 
ment, passenger,  freight,  and  worls  service  cars,  and  roadway  machinery,  tools, 
and  equipment  for  the  determination  of  their  class,  condition,  and  value;  to 
verii^  registers  of  equipment;  to  confer  with  railroad  representatives  and 
consult  their  records  concerning  equipment ;  to  make  reports ;  and  to  perform 
related  work  as  required. 

Common  Qualiflcations: 

Common-school  education ;  not  less  than  four  years'  experience  in  the  oper- 
ating division  of  a  railroad  or  in  a  railroad  shop,  Including  two  years*  as  fore- 
man ;  tact  and  good  Judgment. 

Special  Qualifications: 

For  each  class  In  the  group,  experience  in  the  operation,  use,  manufacture, 
or  repair  of  the  special  equipment  to  be  Inspected,  as  Indicated  by  the  title  of 
that  class. 

Compensation  for  Classes  in  Group 

Annual:  $2280^240(M2520-^2640 


TiTuc  OF  Class: 

INSPECTOR  OF  TRANSPORTATION  UTILITIES 

0 

Specifications  of  Oass  R(\^ 

Duties:  ^  ^'  ^^ 

Under  the  general  supervision  of  the  engineer  In  charge  of  the  Bureau  of 
lYanslt  and  Equipment  Inspection,  to  inspect  and  report  upon  the  operation 
of  transportation  utilities  in  the  District  of  Columbia,  such  as  street  railways, 
taxicabs,  and  other  public  passenger  conveyances,  and  their  equipment,  tracks, 
and  other  construction ;  to  investigate  accidents,  detentions,  and  complaints  of 
service  and  equipment;  to  examine  schedules;  to  summarize  and  classify  re- 
ports submitted  by  railway  companies;  and  to  perform  related  woiic  as  re- 
quired. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical 
high-school;  not  less  than  three  years*  experience  In  the  operating  division 
of  a  large  street  railway,  or  its  equivalent ;  general  knowledge  of  street  railway 
^xiuipment  and  operation;  resourcefulness,  tact,  and  good  judgment. 

Compensation  for  Class 

Annual:  |168(>-^180(M192(>-|2040 
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WEIGHTS  AND  'MEASURES 


Title  or  Culss: 

JUNIOR  INSPECTOR  OF  WEIGHTS  AND  MEASURES 

Spedfications  of  Class  604 

Duties: 

To  perform  one  of  the  following  functions : — (1)  under  the  general  sapervlslon 
of  the  Snperlntendait  of  Weights,  Measures,  and  Markets  of  the  District  of 
Columbia,  to  Inspect,  test,  and  seal  weights,  scales,  measures,  and  measuring 
devices — diy,  liquid,  and  mechanical — ^used  for  commercial  and  public  pur- 
poses; to  collect  legal  fees  for  such  service;  to  condemn  and  destroy  such  de- 
vices as  do  not  conform  to  law;  to  arrest  offenders  and  appear  as  witness  In 
court;  to  make  reports;  and  to  perform  related  work  as  required;  (2)  under 
the  directi(»i  of  the  Chief  Inspector  of  Weights  and  Measures,  Bureau  of 
Standards,  to  investigate  scale  and  weighing  conditions;  to  inspect,  test,  and 
adjust  heavy  master  scales,  ralfroad  track  scales,  and  other  special  scales; 
to  instruct  scale  inspectors  and  weighmasters ;  and  to  perform  related  work  as 
required;  (3)  under  the  supervision  of  an  investigator  in  maketing  grades 
and  standards  of  the  Bureau  of  Markets,  to  inspect  and  test  the  capacity  and 
dimensions  of  shipping  containers  of  all  types  for  fruits,  berries,  and  vege- 
tables ;  to  keep  filed  and  related  data ;  to  label  and  store  sample  containers ; — 
and  to  perform  rehited  work  as  required. 

QnaUlieatioiUi: 

Common-school  education;  preferably  training  equivalent  to  that  repre- 
sented by  graduation  from  a  technical  high-school;  preferably  one  year's  ex- 
perience in  the  manufacture  or  inspection  of  weights,  scales,  or  measures; 
familiarity  with  weighing  or  measuring  devices ;  mechanical  aptitude,  tact  and 
good  Judgment 

Principal  Lines  of  Pronolion 

To:  Senior  Inspector  of  Weights  and  Measures,  Bureau  of  Standards;  Chief 
Inq)ector  of  Weights  and  Measures,  District  of  Columbia. 

Compensation  for  Class 
Annual:  $1880-|1500-|ie2a-fl740 

TnxE  or  Class: 

SENIOR  INSPECTOR  OF  WEIGHTS  AND  MEASURES,  BUREAU  OF 
STANDARDS 

Spedfications  of  Class  Oi\  r 

Duties:  OUi) 

Under  the  general  direction  of  the  Chief  Inspector  of  Weights  and  Measures, 
Bureau  of  Standards,  to  operate,  repair,  and  seal  test  cars;  to  inspect,  test, 
and  adjust  railroad.  Government,  and  privately  owned  scales;  to  adjust  and 
calihrate  weights  used  on  track  and  master  scales;  to  interview  railroad  ofll- 
cials  regarding  the  movement  of  test  cars;  to  instruct  scale  Inspectors,  repair- 
men, weighmasters,  and  private  owners  in  the  proper  methods  of  installation, 
operation,  and  maintenance ;  to  make  reports ;  and  to  perform  related  work 
as  required. 

Qoalificationst 

Training  equivalent  to  that  represented  hy  graduation  with  a  degree  from 
an  institution  of  recognised  standing,  with  major  work  in  science  or  engineer- 
ing; not  less  than  one  year's  experience  in  testing  heavy  capacity  scales,  or  its 
equivalent;  thorough  knowledge  of  the  Federal  laws  and  regulations  relating 
to  the  inspection  and  testing  of  such  scales ;  tact  and  good  Judgment 

Principal  Lines  of  Promotion 

Trom :  Junior  Inspector  of  Weights  and  Measures. 

To :  Assistant  Chief  Inspector  of  Weights  and  Measures,  Bureau  of  Standards. 

Compensation  for  Class 

Asnnal:  tl8eO-|lfi60-<2100 


296  BEGLASSIFICATIOK  COMMISSIOK  BEPOBT — ^PABT  U. 

Title  of  Class  : 

ASSISTANT   CHIEF    INSPECTOR    OF   WEIGHTS    AND    MEASURES, 
BUREAU  OF  STANDARDS 

Specifications  of  Class  606 

Duties: 

To  assist  the  Chief  Inspector  of  Weights  and  Measures,  Bureau  of  Standards, 
in  the  administration  of  the  work  of  inspecting  and  testing  railroad  track  and 
master  scales,  mine  and  tipple  scales,  and  commercial  weights  and  measures 
and  weighing  and  measuring  devices;  to  prepare  reports  and  statistical  data 
of  tests  and  to  make  recommendations ;  to  conduct  correspondence ;  and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  science  or  engineer- 
ing; extended  experience  in  the  inspection  of  heavy  scales  and  master  scales; 
general  knowledge  of  scales  and  weighing  and  measuring  de\ices  and  thorough 
knowledge  of  the  laws  and  regulations  relating  thereto;  supervisory  ability, 
good  address,  and  good  Judgment 

Principal  Lines  of  Promotion 

From :  Senior  Inspector  of  Weights  and  Measures,  Bureau  of  Standards. 
To :  Chief  Inspector  of  Weights  and  Measures,  Bureau  of  Standards. 

Compensation  for  Class 

Annual:  $24O(>4252O-¥204O 


Title  of  Class: 

CHIEF  INSPECTOR  OF  WEIGHTS  AND  MEASURES,  BUREAU   OF 
STANDARDS 

Specifications  of  Class  R  ()  / 

Duties: 

Under  the  general  direction  of  the  Chief  of  the  Division  of  Weights  and 
Measures,  Bureau  of  Standards,  to  have  charge  of  the  inspection  and  testing 
of  railroad  track  scales  belonging  to  railroads,  industries,  and  the  Government, 
and  of  mine  and  tipple  scales;  to  conduct  the  inspections  and  tests,  made  by 
the  Bureau,  of  commercial  weights  and  measures  and  weighing  and  measures 
devices;  to  direct  the  inspection  and  testing  of  such  devices  owned  and  used 
by  the  Government;  to  develop  cooperation  with  State  and  local  governments 
in  the  matter  of  general  legislation,  rules,  and  regulations  concerning  weights 
and  measures;  to  serve  on  the  Committee  on  Specifications  and  Tolerances 
of  the  National  Conference  on  Weights  and  Measures;  to  have  general  charge 
of  tlie  preparation  of  rules  and  regulations  for  the  enforcement  of  the  Federal 
Standard  Barrel  Law  and  Lime  Barrel  Law  and  of  the  enforcement  thereof; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  from  a  recognized  school  of  law; 
extended  experience  In  the  inspection  and  testing  of  weights  and  measures  and 
in  the  enforcement  of  laws  and  regulations  relating  thereto;  thorough  knowl- 
edge of  laws  and  regulations  relating  to  weights  and  measures ;  administrative 
ability;  and  mature  Judgment. 

Principal  Lines  of  Promotion 

From:  Assistant  Chief  Inspector  of  Weights  and  Measures,  Bureau  of  Stand- 
ards. 

Compensation  for  Class 

Annual:  $3600 
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TmjE  OF  CxASs: 

CHIEF  INSPECTOR  OF  WEIGHTS  AND  MEASURES,  DISTRICT  OF 
COLUMBIA 

SpecificationB  of  Oass  filiX 

Dnties:  WO 

Under  the  direction  of  the  Superintendent  of  Weights,  Measures  and  Mar- 
kets, to  perform  the  more  difficult  field  work,  Fuch  as  testing  automatic  meas- 
uring pumps ;  to  assist  in  the  supervision  of  the  work  of  other  inspectors  and 
in  the  preparation  of  cases  for  prosecution  as  required;  to  act  as  Superin- 
tendent in  the  abs^ence  of  that  official ;  and  to  perform  related  work  as  required. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  experience  in  inspectional  work,  or  its  equivalent;  thor- 
ough knowledge  of  laws  and  regulations  in  force  in  the  District  of  Columbia 
renting  to  weights  and  measures;  supervisory  ability;  tact  and  good  judg- 
ment 


Prindiial  Lines  of  Pronotioii 

From:  Junior  Inspector  of  Weights  and  Measures. 

To:  Superintendent  of  Weights,  Measures  and  Markets,  District  of  Columbia. 

Compensation  for  Class 

Annual:  |1800-|18eO-fLd20 


OTHER  CLASSES  IN  THE  INVESTIGATIONAL  AND  INSPECTIONAL 

SERVICE 


TrrLS  07  Class  : 

SPECIAL  INSPECTOR,  DEPARTMENT  OF  THE  INTERIOR 

Specifications  of  Class  hfr!) 

Duties:  ^ 

Under  the  general  direction  of  the  Secretary  of  the  Interior,  to  perform  such 
investigational  and  inspectional  or  related  work  as  may  be  required. 

Examples :  Visiting  Indian  reservations  and  passing  upon  the  competency  of 
Indian  allottees  for  patents  in  fee  to  their  allotments ;  visiting  such  parks  and 
monuments  as  may  be  indicated  by  the  Director  of  the  National  Park  Service 
and  reporting  upon  their  condition;  investigating  charges  made  against  em- 
ployees of  the  Department  of  the  Interior  and  reporting  thereon  to  the  Secretary 
of  the  Interior. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  long 
experience  in  investigational  and  inspectional  work;  thorough  familiarity  with 
the  organization  and  functions  of  the  Department  of  the  Interior ;  tact  and  good 
Judgment. 

Compensation  for  Class 

Annual:  $2760 


Tnu  OF  Class  : 

CHIEF,  INSPECTION  DIVISION,  OFFICE  OF  INDIAN  AFFAIRS 

Specifications  of  Class  (\'i  l\ 

Duties:  O  ±  U 

Uuder  the  general  direction  of  the  Commissioner  of  Indian  Affairs,  to  super- 
vise the  work  of  the  Inspection  Division ;  to  formulate  plans  for,  and  to  direct, 
special  and  general  investigations  of  schools,  agencies,  and  other  activities  in 
the  field  of  tiie  Office  of  Indian  Afteirs ;  to  consider  charges  made  against  em- 
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ployees  and  to  determine  the  extent  of  dereliction ;  to  Institute  necessary  action, 
and  snbmit  to  the  Commissioner  reports  on  snch  cases;  to  stndy  the  character 
and  qualifications  of  field  employees  for  the  purpose  of  supplying  to  the  Com- 
missioner such  information  as  may  be  needed  in  directing  dianges  in  the  field 
personnel ;  and  to  perform  other  administratlTe,  cleri(»l,  and  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  college  training;  long  and  responsible  experience  in  Indian  affairs, 
or  its  equivalent;  thorough  knowledge  of  the  organization  and  administratioD 
of  the  Office  of  Indian  Affairs;  supervisory  ability;  resourcefulness  and  Ju- 
dicial temperament. 

Compensation  for  Class 
Annual:  |2700 

TnxjB  OF  Class  : 

INSPECTOR  OF  CLAIMS,  OFFICE  OF  CORPORATION  COUNSEL 

Speeificatioiui  of  Class  R 1  1 

Duties:  uj-j. 

Under  the  general  supervision  of  the  Corporation  Counsel,  to  Investigate  and 
report  upon  complaints  and  claims  against  the  District  of  Columbia ;  to  collect 
evidence  in  suits  by  or  against  the  District,  Including  the  locating  and  summon- 
ing of  witnesses ;  to  oversee  the  making  of  maps,  surveys,  and  photographs  re- 
lating thereto ;  to  be  present  at  trials ;  and  to  perform  related  work  as  required. 

Qnalificatloiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  successful  experience  in  investigational  work  of  similar 
character;  familiarity  with  court  procedure;  tact,  resourcefulness,  and  discre- 
tion. 

Compensation  for  Class 

Annual:  $2400 

TiTUE  o7  Class  : 

CHIEF    INTELU6ENCE    OFFICER,     UNITED     STATES     SHIPPING 
BOARD 

Specifications  of  Class  612 

Duties: 

To  perform  such  secret  and  confidential  Investigations  of  firms  and  Individ- 
uals (Including  employees),  and  of  other  matters,  as  may  be  directed  by  offi- 
cials of  the  United  States  Shipping  Board. 

Examples:  Investigating  firms  and  individuals  applying  to  the  Board  for 
purchase,  allocation,  or  assignment  of  tonnage;  investigating  charges  of  graft 
in  connection  with  the  purchase  of  ship  supplies;  investigating  the  character 
and  loyalty  of  officials  and  employees  of  the  Board ;  protecting  the  interests  of 
the  Government  from  the  operations  of  spies. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  successful  experience  in  investigational  work,  or  its 
equivalent:  tact,  good  judgment,  resourcefulness,  and  discretion. 

Compensation  for  Class 
Annual:  $2400 

TiTUE  or  Class  : 

INSPECTOR  OF  ACCIDENT  HAZARDS,  WAR  DEPARTMENT 

Spedflcations  of  Class  >^ .«  4-. 

Duties:  tl^i 

Under  the  Fire  and  Accident  Prevention  Branch  of  the  War  Department,  to 
inspect  United  States  Army  Camps,  Zone  Supply  T>e^tB,  Base  and  General 
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Hospitals,  and  other  properties  us  assigned,  for  the  purpose  of  devising  means 
and  makliig  recommendations  for  the  prevention  of  accidents;  and  to  perform 
related  work  as  required. 

Qnalillcatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  successful  experience  in  accident  prevention  work,  or  its 
equivalent;  tact  and  good  Judgment. 

Compensation  for  Class 
Annual:  92040 


TiTix  OF  Class  : 

INSPECTOR  OF  INSECTICIDES  AND  FUNGICIDES 

Specifications  of  Class  O -i   i 

Duties:  0 1  4 

Under  general  direction,  to  keep  in  close  touch  with  trade  conditions  and 
iuvestlgate  the  operations  and  activities  of  manufacturers  of  Insecticides  and 
fungicides;  to  inspect  all  insecticides,  Paris  greens,  lead  arsenates,  and  fungi- 
cides (including  disinfectants)  entering  Interstate  commerce  or  which  are 
manufactured  or  offered  for  sale  in  the  District  of  Columbia  or  in  the  Terri- 
tories ;  to  collect  samples  for  subsequent  analysis  and  test  as  to  their  compliance 
with  the  law  and  regulations:  to  obtain  documentary  evidence  from  carriers* 
records  and  other  sources  to  establish  in  court  the  sale,  and  interstate  shipment 
oi  such  materials;  to  appear  as  witness  in  contested  cases;  to  assist  United 
States  marshals  In  seiirare  actions ;  to  prepare  reports ;  and  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  pref- 
erably by  graduation  with  a  degree  from  an  institution  of  recognized  standing, 
with  major  work  in  chemistry,  entomology,  or  plant  pathology,  or  from  a  school 
o£  medicine,  pharmacy,  or  veterinary  medicine ;  thorough  knowledge  of  shipping 
methods  and  records;  preferably  general  knowledge  of  factory  organization, 
manufacturing  technique  and  raw  materials ;  discretion,  discernment,  and  tact. 

Compensation  for  Class 

Annual:  $168(>-$180O-|192O-|204O 


Title  or  Class  : 

INSPECTOR,  PLANT  PROTECTION  DIVISION^AIR  SERVICE 

Specifications  of  Class  R 1  f) 

Duties:  ^^ 

Under  the  general  direction  of  the  Officer  In  Charge  of  the  Plant  Protection 
Dirision  of  the  Air  Service,  United  States  Army,  to  make  such  confidential  in- 
vestigations respecting  personnel,  materials,  plants,  claims,  and  other  related 
matters  as  may  be  assigned ;  to  inspect  materials  disposal  warehouses,  flying 
fields,  and  aviation  general  supply  depots;  to  make  recommendations  for  the 
protection  of  these  properties  from  fire,  theft,  and  deterioration ;  to  supervise 
f'mployees  guarding  materisls  and  plants;  and  to  perform  related  work  as 
required. 

Qualificstions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  successful  experience  In  InTestlgational  and  inspectional 
work  of  similar  character,  or  its  equivalent ;  tact  and  good  Judgment.   • 

Compensation  for  Class 

Annual:  $228(>-f2840-|2400 


f  /6  -   6*7 
22.  THE  MARINE  OPERATING  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  superoise 
or  to  perform  navigating  or  other  deck  work  in  connection  with  the  operatkm 
of  vessels,  boats,  and  dredges. 

D«cUiand 

Captein,  Motor  Boat 
Captein,  Tuff 

PUot,  Tug 

lilato,  Forry-boat 
lilate,  Diodso 

Maater,  Dorriek>boat 
Master,  Forry-boat 
Maater,  Fir«4M»at 
Maater,   Hjdranlie  Dradffa 
Maater,  8iu«-1»oat 
Master*  Toff 


Title  of  Class: 
DECKHAND 

Duties: 


Speeifications  of  Class 


610 


Under  Immediate  supervision,  to  perform  laboring  work  in  connection  with 
the  care,  operation,  and  navigation  of  a  steam-boat,  ferry-boat,  or  dredge;  and 
to  perform  related  work  as  required. 

Examples:  Coaling;  cleaning  decks;  handling  lines;  laying  pipe  lines  and 
placing  pontoons  In  dredging ;  painting  and  chipping ;  helping  load  and  unload 
boat ;  polishing  bright  work. 

Qualifications: 

Ability  to  read  and  write ;  good  physical  condition ;  previous  experience  as 
a  seaman  or  sailor  desirable. 

Principal  Lines  of  Promotion 

To:  Mate,  Ferryboat;  Mate,  Dredge;  Pilot,  Tug;  Captain,  Motor  Boat 

Compensation  for  Class 

Annual :  <1380-n$1440 


Title  of  Class: 
CAPTAIN,  MOTOR  BOAT 

Specifications  of  Class  HI  *7 

Duties:  ^^  ' 

To  direct  the  operation,  care,  and  repair  of  a  large  motor  boat ;  to  overhaul 
equipment,  such  as  pumps  and  derricks;  and  to  perform  related  work  as 
required. 

Examples:  Directing  the  navigation  of  a  motor  boat  In  transporting  con- 
struction material  or  refuse  from  a  sewage  disposal  plant. 

800 
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QnaMcatioits: 

Common-school  education;  gasoline  engine  operator's  license;  three  years* 
experience  operating  a  motor  boat;  knowledge  of  rales  of  navigation. 

Principal  Lines  of  Promotion 

From:  Deckhand. 

Compensation  for  Class 

Annual:  $1800-$1920-$2040 


61S 


Title  of  Class  : 
CAPTAIN,  TUG 

Speeifications  of  Class 
Duties: 

To  b^  directly  req;>onslble  for  the  maintenance  and  navigation  of  a  tugboat 
of  less  than  150  gross  tons ;  to  direct  the  work  of  the  tug  crew ;  to  keep  records 
<d  fuel  and  supplies  and  make  reports  of  operations;  and  to  ];)erfonn  related 
work  as  required. 

Qualifications: 

Common-school  education ;  pilot's  license  for  Chesapeake  Bay  and  its  tribu- 
taries; good  Judgment  and  ability  to  handle  men. 

Principal  Lines  of  Promotion 

From :  Pilot,  Tug. 

Compensation  fQr  Class 

Annual:  $186M108O-|21OO 

Title  of  Class: 
PILOT,  TUG 

Specifications  of  Class  61 «) 

Drtics: 

Under  direction  of  a  Master,  Tug,  to  assist  in  the  navigation  and  operation  of 
a  tugboat ;  and  to  perform  related  work  as  required. 

Eiramples :  Steering  the  tug ;  taking  charge  of  the  tug  In  the  absence  of  the 
Master ;  locating  and  plotting  fish  nets  and  wrecks ;  overseeing  deck  and  other 
work ;  seeing  that  towing  lines  are  placed  properly. 

Qialificationa: 

Common  school  education ;  a  pilot's  license  for  Chesapeake  Bay  and  its  tribu- 
taries; and  ability  to  handle  men. 

Principal  Lines  of  Promotion 

From:  Deckhand. 
To:  Master,  Tug. 

Compensation  for  Class 

Annual:  $1740-41800-$186(M1920 


Tnuc  OF  Class: 
HATE,  FERRTBOAT 

Specifications  of  Class  620 

Duties: 

Under  direction  of  a  Master,  Ferryboat,  to  supervise  the  navigation,  opera- 
tion, and  care  of  a  gasoline  ferryboat ;  and  to  perform  related  work  as  required. 

Examples:  Attending  lines;  cleaning  boat;  collecting  tickets;  looking  after 
passengers. 
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QnalificatioDB: 

Common  school  education;  two  years'  experience  as  a  I>eckhand;  ability  to 
handle  men. 

Principal  Lines  of  Promotion 

From:  Deckhand. 

To :  Master,  Ferryboat. 

CompensatiiHi  for  Class 

.\nnual:  $1440^1500-91600 

Title  of  Class: 
MATE,  DREDGE 

SpMiaeati<ms  of  Ciasa  621 

Under  direction  of  the  Master,  to  direct  and  assist  I>eckhands  in  the  care  and 
operation  of  a  hydraulic  dredge ;  and  to  perform  related  work  as  required. 

Ebmmples :  Overseeing  or  assisting  the  coaling  of  the  dredge;  doing  deckwork; 
directing  the  handling  of  scows  and  towboats ;  placing  pontoons  and  discfaarg« 
pipe. 

Qnalificatioiis: 

Common  school  education;  two  years'  experience  as  a  Deckhand  aboard  a 
hydraulic  dredge;  ability  to  handle  men. 

Principal  Lines  of  Promotion 

From:  Deckhand. 

To :  Dredge  Leverman ;  Master,  Hydraulic  Dredge ;  Master,  Snag-Boat 

Compensation  for  Ciaaa 

Annual:  $102a-$1680-|1740 

TnxB  OF  QLAsa : 

MASTER,  DERRICE-BOAT 

Speciflcationa  of  Ciaaa  f^2li 

DQtiea:  ^^"^ 

To  be  directly  responsible  for  the  care  and  operation  of  a  derrick-boat;  to 
operate  the  levers  controlling  derrick-boat  engines  and  machinery ;  to  direct  the 
work  of  the  derrick-boat  crew ;  to  keep  records  and  make  reports ;  and  to  per- 
form related  work  as  required. 

Examples:  Handling  levers  in  hoisting,  in  dredging  with  orange  peel  or 
clamshell  buckets,  or  in  driving  piles ;  directing  the  making  of  repairs  to  boat 
and  equipment ;  rigging  equipment  and  r«iewing  lines  and  cables. 

Qualifications: 

Common-school  education ;  three  years'  experience  on  a  derrick-boat  engaged 
in  hoisting,  dredging,  or  driving  piles;  good  Judgment,  carefulness,  and  ability 
to  handle  men. 

Principal  Lipes  of  Promotion 

From :  Dredge  Engineman ;  Master,  Snag-Boat 

Compensation  for  Class 

Annual:  $1980-^2040-^2100 

Title  of  Otass  : 

MASTER,  FERRYBOAT 

Specifications  of  Class 
Dotlev: 

To  direct  the  navigation,  care,  and  operation  of  a  small  gasoline  ferryboat; 
to  be  responsible  for  the  safety  of  passengers  and  the  vessel ;  to  perform  neces- 
sary clerical  work ;  and  to  perform  related  work  as  required. 

Example :  Transporting  passengers  from  tlie  Seventh  Street  wharf  to  Potomac 
Park. 


62^ 
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i 
QoalillcatiiMUi: 

CJommon-school  education;  three  yean*  deck  experience  on  a  ferryboat; 
guBoUne  engine  operator's  license;  good  Judgment,  cesourcefulness,  and  ability 
to  handle 


Principal  Lines  of  Promotion 
From:  Mate^  Ferryboat 

Compensation  for  Class 

Annual:  $102041680^740 
TuLB  or  Clabs: 

MASTEB»  FIBEBOAT 

Spodicatlons  of  Class  R  2  4 

Dvties:  .  ^^^ 

To  be  directly  responsible  for  the  maintenance  and  navigation  of  a  iireboat ; 
to  perform  necessary  clerical  work ;  and  to  perform  related  work  as  required. 

QnslHifatioBs: 

Common-school  education;  a  master's  license  with  pilot's  indorsement  for 
Chesapeake  Bay  and  its  tributaries ;  coolness  in  an  emergency ;  and  ability  to 
bandte  men. 

Compensation  for  Cteas 

Annual:  $106042040 

Tms  OF  Class  : 

MASTER,  HTDRAUUC-DRED6E 

Spodications  of  Chso  62 «^ 

Duties: 

To  be  directly  responsible  for  the  maintenance  and  efficient  operation  of  a 
hydraulic  dredge;  to  direct  the  work  of  officers  and  crews;  to  keep  necessary 
records  and  make  reports  of  operations;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education;  three  years'  experience  in  the  care  and  opera- 
tion of  a  hydraulic  dredge  as  Mate,  Leverman,  or  Dredge  Engineman;  good 
judgment  and  ability  to  handle  men. 

Principal  Lines  of  Promotion 

From:  Mate^  Dredge;  Dredge  Leverman;  Dredge  Engineman. 

Compcnsatiim  for  Class 

Annual:  $240042620 

Title  or  Ciass: 
MASTER,  SNAG-BOAT 


Specifications  of  Class  6  /^  Tl 


To  be  directly  responsible  for  the  care  and  operation  of  a  snag  boat;  to 
direct  the  work  of  officers  and  crew ;  to  keep  records  of  fuel  and  supplies  and 
make  reports  of  operations ;  and  to  perform  related  work  as  required. 

Examples :  Directing  the  removal  and  destruction  of  obstacles  from  navigable 
channels;  supervising  the  building  of  sea  walls  and  dikes;  directing  the  driv- 
ing of  pile& 

Qualifications: 

Common-school  ^education;  three  years*  experience  as  a  deck  hand,  rigger, 
derrick  man,  and  pile  driver ;  good  Judgment,  carefulness,  and  ability  to  handle 
men. 
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Principal  Lines  of  Promotion 

From:  Leverman,  Dredge;  Mate,  Dredge. 
To:  Master,  Derrick-Boat.   . 

Compensation  for  Class 

Annual:  $1980-42040-92100 


TriLE  OF  Class  : 
MASTEB,  TUG 

Specifications  of  Class  ^97 

Dnties:  "^^^ 

To  be  directly  responsible  for  the  maintenance  and  navigation  of  a  tugboat 
of  more  than  150  gross  tons;  to  direct  the  work  of  the  tug  crew;  to  keep 
records  of  fuel  and  supplies  and  make  reports  of  operations;  and  to  perform 
related  work  as  required.  • 

Examples :  Directing  the  making  up  of  tows  and  the  proper  placing  of  tow- 
ing lines;  supervising  the  work  of  locating  and  removing  sunken  vessels;  in- 
specting on  Fish  Stake  Patrol ;  recording  tide  on  survey  trips. 

Qualifications: 

Common-school  education;  a  master's  license  with  pilot's  ludorsement  for 
Chesapeake  Bay  and  tributaries;  good  judgment,  carefulness,  and  ability  to 
handle  men. 

Principal  Lines  of  Pronotioii  -^ 
From :  Pilot,  Tug. 

Compensation  for  Class 

Annual:  $2160-$222O-<2280 


t>3.S   '    1^  ir'l 

23.  THE  POUCE  AND  CRIMINAL  INVESTIGATION 

SERVICE 


Thit  service  includes  classes  of  positions,  the  duties  of  ichioh  are  to  supervise 
or  to  perform  work  involving  the  preservation  of  the  peace,  the  prevention, 
and  detection  of  crimes  and  disorders,  the  protection  of  life  and  propertj^ 
the  suppression  of  vice  conditions,  the  apprehension  of  violators  of  law,  the 
service  and  execution  of  processes,  summons,  and  other  legal  notices,  the 
maintenance  of  order  in  courts,  the  guarding  of  public  officials,  the  suppres- 
sion of  counterfeiting,  the  investigation  of  violations  of  Federal  laws,  or 
other  work  incident  to  law  enforcement, 

POUCING — ^DlBTBICT  OF  COLUMBIA  : 
SabprlTsto  (P«lle*  Department) 
JmSer  PrlTste  (Pollee  DcpertaMot) 
Stntor  Prfrmte  (Polle»  Departmoit) 
Statton  Clerk  (PoUee  DepwtmMit) 
SeriMoit  (PeUe*  Dcpmrtment) 
SergMBt,  Harbor  PaUe*  (PaUe*  DapartaMit) 
litvteiiaiit  <P«llet  Department) 
lieatenant,  Harber  Poliee  (FeUce  Department) 
Ciptain  (PeUee  Department) 
Inepecter  (Poliee  Department) 
Aeaietant  SnperlnteBdent  (Poliee  Depailmeat) 
Snperlntendent  (Polleo  Depeilment) 


PgBclnrt  Deteelire  (Polleo  Deportment) 

Detecthro  Sergeant  (PoUee  Department) 

Aariatant  Identttcatlon  Export  (Polleo  Department) 

Identttcatlen  Export  (PoUee  Department) 

Aeiietant  Inepecter,  DotoctlTO  Bnreon  (PoUeo  Department) 

Inepecter,  Detecthro  Bnroan  (Polleo  Deportment) 


Police  Motion  (PoHee  Department) 
Sabprirato,  Woman'e  Bnroan  (PoUee  Department) 
Jvnior  Prlrato,  Woman'a  Bnioan  (PoUee  Department) 
Director,  Woman'a  Bnraan  (Polleo  Department) 


Pot  icivo — Parks  : 
Paik  Patrolman 

Sergeant,  Zoological  Paifc  Poliee 

Sergeant,  United  Statoo  Paik  PoUeo 
First  Sergeant,  United  Statoo  Paik  PoUeo 
Uentenant,  United  Statee  Poik  Polleo 

Peotbctiom  or  Gamb  : 

United  Statoo  Game  Waiden 

Depnty  CUaf  Unlfead  Statoo  Game  Woidaa 

CUaf  United  Statoo  Game  Waidan 

SacuT  Bbbttcb: 

Aaalatant  Chief,  Secret  Sorrleo 
CUef ,  Secret  Sorrleo 

Aeaietant  Chief,  Bnroan  of  InTOotlgatlon 
ChM ,  Bnroan  of  InTaetigatlon 

Chief  Poet  OAco  Inapector 

164919— 20— PT  2 20  805 
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Othsb  Classes  in  ths  Policb  and  Cbiminal  Invbstioation  SnTici 
Dcpaty  United  Stetei  Maniiiil 
AMbtent  Chief  Deputy  United  Stetea  Manhia 
Chfaf  Deputy  United  Stetea  Manhal 
United  Btetea  Manhal 

Manhal,  United  Stetee  Court  of  Cnitemt  Appeals 

Baimr  (PoUee  Conrt) 
Conrt  Ccler 


POLICING— DISTRICT  OF  COLUMBIA 


TiTLB  OF  Class  : 

SUBPRIYATE  (POLICE  DEPARTMENT)  (»  O  V 

Specifications  of  Class  D  ^  O 

Dnties: 

Under  immediate  supervision,  and  during  a  definite  watch,  to  perform  such 
work  as  may  be  ordered  by  a  superior  officer,  in  accordance  with  the  rules  and 
regulations  of  the  Metropolitan  Police  Department,  D.  C,  in  the  preservation 
of  law  and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes 
and  disorders,  and  in  other  operations  of  the  Department. 

Examples:  Learning  the  various  duties  incident  to  police  service;  preparing 
for  and  taking  examinations  for  the  probationary  year;  regulating  traffic  at 
street  intersections;  apprehending  and  arresting  criminals,  lunatics,  vagrants, 
or  other  persons  menacing  the  safety  of  the  general  public,  and  assisting  in 
their  prosecution  in  the  courts;  making  reports;  patrolling  an  assigned  beat 
or  post,  and  noting  and  reporting  suspicious  persons  or  circumstances,  fires, 
accidents,  irregularities,  and  dangerous  or  defective  conditions  of  public  or 
private  property;  serving  warrants,  subpoenas,  and  other  police  notices;  driv- 
ing horse  or  motor-driven  patrol  wagons,  vans,  or  other  conveyances  used  by 
the  Police  Department  in  the  transportation  of  officials  and  prisoners;  feeding 
and  caring  for  horses,  cleaning  stables,  garages,  and  equipment,  and  making 
minor  repairs;  assisting  in  the  arrest  or  guarding  of  prisoners. 

Qnaliflcations: 

Common-school  education ;  age  of  between  22  and  81 ;  height  of  at  least  five 
feet  eight  inches;  weight,  not  less  than  145  pounds;  either  residence  in  the 
District  of  Columbia  for  at  least  two  years  preceding  the  date  of  appointment 
or  honorable  service  in  the  Army,  Navy,  or  Marine  Corps  (if  application  is 
made  within  90  days  after  honorable  discharge) ;  ability  to  pass  a  satisfac- 
tory physical  examination  before  the  Board  of  Police  Surgeons  and  such  mental 
examinations  as  may  be  prescribed;  tact;  good  Judgment;  and  physical 
strength. 

Principal  Lines  of  Promotton 

To:  Junior  Private  (Police  Department). 

Compensatilm  for  Class 

Annual :  $1680 

TiTLB  OF  Olabu  : 

JUNIOR  PRIVATE  (POLICE  DEPARTMENT) 

Specifications  of  Class  62-^ 

Duties: 

Under  immediate  supervision,  and  during  a  definite  watch,  to  perform  such 
work  as  may  be  ordered  by  a  superior  officer,  in  accordance  with  the  rules  and 
I'egulations  of  the  Metropolitan  Police  Department,  D.  C,  In  the  preservation 
of  law  and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes 
and  disorders,  and  in  other  operations  of  the  Department. 

Examples:  Performing  the  various  duties  Incident  to  police  service;  patrol- 
ling an  assigned  beat  or  post,  on  foot,  in  an  automobile,  or  mounted  on  a  horse, 
motorcycle  or  bicycle;  operating  the  Police  Patrol  and  Signal  system;  regulat- 
ing traffic;  apprehending  and  arresting  criminals,  lunatics,  vagrants,  or  other 
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persons  menacing  the  safety  of  the  general  public,  and  aaslsting  in  their  prose- 
cution in  the  courts ;  accompanying  a  patrol  wagon  in  answer  to  calls ;  guarding 
prisoners  in  transit  or  under  temporary  confinement;  assuming  charge  of  lost 
children,  animals  at  large,  and  lost,  stolen,  or  abandoned  property;  making 
reports  and  performing  miscellaneous  clerical  work  In  a  station  house ;  serving 
warrants,  subpoenas,  and  other  police  notices;  testifying  at  hearings  and  in 
courts;  driving  horse  or  motor-driven  patrol  wagons,  vans,  or  other  convey- 
ances used  by  the  Police  Department  in  the  transportation  of  officials  and 
prisoners;  feeding  and  caring  for  horses;  cleaning  stable,  garage,  and  equip- 
ment, and  making  minor  repairs;  assisting  in  the  arrest  and  guarding  of 
prisoners. 

(tvalillcatioiui: 

Successful  passing  of  examinations  prescribed  for  the  probationary  year ; 
good  knowledge  of  poll^ce  rules  and  regulations,  the  traffic  regulations,  and  the 
nmnicipal  laws  of  the  District  of  Columbia  affecting  police  work ;  and  physical 
strengUi. 

Principal  Lines  of  Promotion 

From:  Sub-Private  (Police  Department). 

To:  Senior  Private  (Police  Department) ;  Station  Clerk  (Police  Department) ; 
Precinct  Detective  (Police  Department). 

CoRipeii8«tion  for  Class 

Annual :  «174O-fl800 


TnxB  or  Class: 

SENIOR  FBIYATE  (POLICE  DEPARTMENT)  P^i) 

Specifications  of  Class 
DntlM: 

Under  immediate  supervision,  and  during  a  definite  watch,  to  perform  such 
work  as  may  bp  ordered  by  a  superior  officer,  in  accordance  with  the  rules  and 
regulations  of  the  Metropolitan  Police  Department,  D.  C,  in  the  preservation  of 
law  and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes 
and  disorders,  and  in  other  operations  of  the  Department 

Examples :  Performing  the  various  duties  incident  to  police  service ;  patrolling 
an  assigned  beat  or  post,  on  foot,  in  an  automobile,  or  mounted  on  a  horse, 
motor  cycle,  or  bicycle ;  operating  the  Police  Patrol  and  Slgnid  system ;  regulat- 
ing traffic;  apprehending  and  arresting  criminals,  lunatics,  vagrants,  or  other 
persons  menacing  the  safety  of  the  general  public,  and  assisting  in  their  prose- 
cution in  the  courts;  accompanying  a  patrol  wagon  in  answer  to  calls,  and 
guarding  prisoners  in  transit  or  under  temporary  confinement ;  assuming  charge 
of  lost  children,  animals  at  large,  and  lost,  stolen,  or  abandoned  proper^ ;  mak- 
ing reports  and  performing  miscellaneous  clerical  work  in  a  station  house; 
f^rving  warrants,  subpoenas,  and  other  police  notices ;  testifying  at  hearings  and 
in  courts. 

Qnalificatioiis: 

Proven  efficiency  and  good  conduct  during  two  successful  years  of  service  as 
a  Junior  Private  (Police  Department)  as  shown  by  successful  passing  of  pre- 
scribed examinations;  good  knowledge  of  police  rules  and  regulations,  the 
traffic  regulations,  and  the  municipal  laws  of  the  District  of  Columbia  affecting 
police  work;  and. physical  strength. 

Priadpftl  Lfnes  of  PMniotioii 

From:  Junior  Private  (Police  Department). 

To:  Sergeant  (Police  Department) ;  Sergeant,  Harbor  Police  (Police  Depart- 
ment) ;  Detective  Sergeant  (Police  Department). 

CoBpcnMitioii  for  CteM 

Annual:  $1860-fld20 
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Title  of  Glass: 

STATION  CLERK  (POUCE  DEPARTMENT) 

Specifications  of  Class  Q  O  JL 

Duties: 

Under  supervision,  at  headquarters  or  in  a  designated  precinct  station  house, 
and  during  a  definite  watch,  to  perform  routine  clerical  work,  such  as  the 
recording  of  arrests,  the  preparation  of  reports,  reQOisitions,  and  property  re- 
turns, the  receipt,  recording,  or  transmission  of  telephone  messages,  and  the 
keeping  of  station  records  and  minor  accounts ;  to  take  finger  prints ;  to  have 
responsible  custody  of  collateral  and  other  personal  property  and  valuables ;  to 
assume  charge  of  the  station  in  the  absence  of  superiors ;  and  to  i>erfonn  sndi 
other  work  as  may  be  ordered  by  a  superior  officer  in  accordance  with  the  rules 
and  regulations  of  the  Metropolitan  Police  Department,  D.  C. 

Qoalificatioiis: 

Common-school  education;  successful  passing  of  prescribed  examinations; 
not  less  than  three  years'  experience  in  the  Police  Department ;  some  knowledge 
of  bookkeeping  and  business  methods;  thorough  knowledge  of  police  rules  and 
regulations  and  the  municipal  laws  of  the  District  of  Columbia  aifectlng  police 
work;  and  physical  strength. 

Principal  Lines  of  PMmiotion 

From:  Junior  Private   (Police  Department). 

To:  Sergeant  (Police  Department);  Sergeant  Harbor  Police  (Police  Depart- 
ment) ;  Assistant  Identification  Expert  (Police  D^artment). 

Compensation  for  Class 

Annual :  $2040 


TiTLB  OF  Class  : 

SERGEANT  (POLICE  DEPARTMENT) 

Speeifications  of  Class  \)OC 

Duties: 

Under  general  supervision,  in  an  assigned  district  and  during  a  definite 
watch,  to  supervise  a  group  of  privates  engaged  in  the  preservation  of  law  and 
order,  the  protection  of  life  and  property,  and  the  prevention  of  crime  and  dis- 
order ;  to  receive,  transmit,  and  enforce  orders  and  instructions ;  to  receive  and 
make  reports ;  and  to  perform  such  work  as  may  be  ordered  by  a  superior  offi- 
cer in  accordance  with  the  rules  and  regulations  of  the  Metropolitan  Police 
Department,  D.  C. 

Examples:  Visiting  and  inspecting  beats  or  posts;  noting  and  reporting  ir- 
regularities, fires,  accidents,  and  illegal  or  unusual  circumstances;  ini^iecting 
patrol  boxes  as  to  their  condition  and  operation ;  acting  for  a  Lieutenant  in  his 
absence ;  assisting  in  the  prosecution  of  offenders  in  the  courts. 

Qualifications: 

Ck)mmon-8chool  education;  successful  passing  of  prescribed  examinations;  not 
less  than  five  years*  experience  in  the  Police  Department ;  thorough  knowledge 
of  police  rules  and  regulations  and  the  municipal  laws  of  the  District  of  Colum- 
bia affecting  police  work ;  supervisory  ability ;  ability  to  handle  men ;  superior 
judgment;  and  physical  strength. 

Principal  Lines  of  Promotion 

From :  Senior  Private  (Police  Department) ;  Precinct  Detective  (Police  Depart 
ment) ;  Station  Clerk  (Police  Department). 

To:  Lieutenant  (Police  Department) ;  lieutenant.  Harbor  Police  (Police  De- 
partment). 

Compensation  for  Class 

Annual:  |2100>$2160 
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TnzjB  OF  Glass  : 

SERGEANT*  HARBOR  POUCE  (POUCE  DEPARTMENT) 

Spedicatioiifl  of  Class  6 1)  O 

Dnties: 

Under  geoeral  supervisioQ,  to  assist  the  Lientenant,  Harbor  Police,  In  the 
Bopervlston  of  subordinates  engaged  In  the  maintenance  of  law  and  order  on 
waters  and  In  the  yldnlty  of  wharves,  landings,  and  shores,  under  the  Jurisdic- 
tion of  the  District  of  Ck>lunibla,  and  In  the  maintenance  and  operation  of  police 
patrol  boats;  to  act  for  the  Lieutenant,  Harbor  Police,  In  hU  absence;  and  to 
perform  such  other  work  as  may  be  ordered  by  a  superior  officer,  In  accordance 
with  the  rules  and  regulations  of  the  Metropolitan  Police  Department,  D.  C. 

Qvaliflcatioiui: 

Common-school  education ;  successful  passing  of  prescribed  examinations ;  not 
less  than  five  years'  experience  In  the  Police  Department,  at  least  two  of  which 
shall  have  been  in  the  Harbor  Police ;  a  license  as  pilot  granted  by  the  United 
States  Steamboat  Insfpection  Service;  thorough  knowledge  of  the  police  rules 
and  regulations  and  the  municipal  laws  of  the  District  of  Columbia  affecting 
police  work ;  9^)ecial  knowledge  of  Federal  laws  pertaining  to  the  regulation  of 
navigation  and  State  laws  relating  to  the  maint^iance  of  order  on  the  Potomac 
River  and  in  its  immediate  vicinity;  superior  Judgment;  supervisory  ability; 
ability  to  handle  men ;  and  physical  strength. 

Principal  lines  of  PMmotion 

From:  Senior  Private  (Police  Department);  Station  Clerk  (Police  Depart- 
ment; Precinct  Detective  (Police  Department). 

To:  Lieutenant,  Harbor  Police  (Police  Department);  Lieutenant  (Police  De- 
partment). 

Compensation  for  CIom 

Annual:  $2100-12160 

TiTLB  OF  Clabb  : 

LIEUTENANT  (POUCE  DEPARTMENT) 

Spodacationn  of  Class  6  3  -^t 

Duties: 

To  assist  in  supervising  and,  in  the  absence  of  the  Captain,  to  act  as  com- 
manding officer  of  a  police  company ;  to  assist  In  the  preservation  of  the  peace 
and  in  the  prevention  of  crime,  the  enforcement  of  laws,  rules,  regulations,  and 
orders  within  an  assigned  district;  to  protect  life  and  property;  to  guard  the 
public  health;  to  inspect  motor  cycles,  bicycles,  and  speedometers  used  in  the 
Police  Department;  to  be  responsible  for  the  enforcement  of  special  laws;  to 
investigate  complaints  made  against  members  of  the  Police  Department;  to 
receive,  examine,  and  make  reports ;  and  to  perform  such  other  work  as  may  be 
required,  in  accordance  with  the  rules  and  regulations  of  the  Metropolitan 
Police  Department,  District  of  Ck)lumbia. 

Qnaliilcationa: 

Common-school  education;  successful  passing  of  prescribed  examinations; 
not  less  than  eight  years'  experience  in  the  Police  Department,  at  least  three  of 
which  shall  have  been  in  a  supervisory  capacity;  thorough  knowledge  of  the 
municipal  laws  of  the  District  of  Columbia  and  police  rules  and  regulations; 
ability  to  keep  ordinary  accounts ;  ability  to  command  men ;  proven  administra- 
tive ability ;  superior  Judgment ;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Sergeant  (Police  Department) ;  Sergeant,  Harbor  Police  (Police  Depart- 
ment) ;  Detective  Sergeant  (Police  Department). 

To:  Captain  (Police  Department) ;  Assistant  Inspector,  Detective  Bureau  (Po- 
lice Department). 

Compensation  for  Class 

Annual:  $2280 
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Title  of  Glass  : 

LIEUTENANT,  HARBOR  POLICE  (POLICE  DEPARTMENT) 

Spedllcatioiu  of  Clus  ^^{5 

Duties:  ^" 

TTnder  direction,  to  direct  and  supervise  subordinates  engaged  In  the  mainte- 
nance of  law  and  order  on  waters,  and  in  the  vicinity  of  wharves,  landings,  and 
nhores,  under  the  Jurisdiction  of  the  District  of  Columbia;  to  be  responsible 
for  the  maintenance  and  operation  of  police  patrol  boats ;  to  receive  and  make 
reports ;  to  keep  records  and  accounts ;  and  to  perform  such  other  work  as  may 
be  required,  In  accordance  with  tiie  rules  and  regulations  of  the  Metropolitan 
Police  Department,  District  of  Columbia. 

Qumliflcatioiis: 

Common-school  education;  successful  passing  of  prescribed  examinatioiis ; 
not  less  than  eight  years*  experience  in  the  Police  DeiMirtment,  at  least  tliree  of 
which  shall  have  been  in  a  supervisory  capacity,  and  preferably  five  of  whicfa 
flhall  have  been  in  the  Harbor  Police ;  a  license  as  pilot  granted  by  the  United 
States  Steaml>oat-Inspection  Service;  thorough  knowledge  of  police  rules  and 
regulations  and  the  municipal  laws  of  the  District  of  Columbia  affecting  police 
work;  specialized  knowledge  of  Federal  laws  pertaining  to  the  regulation  of 
navigation  and  State  laws  relating  to  the  maintenance  of  order  on  the  Potomac 
Uiver  and  In  its  immediate  vicinity;  ability  to  keep  ordinary  accounts;  ability 
to  command  men;  administrative  ability;  tact;  good  address;  and  phsrslcal 
strength. 

Prindpsl  Lines  of  Promotion 

From:  Sergeant,  Harbor  Police  (Police  Department);  Sergeant  (Police  De- 
partment) ;  Detective  Sergeant  (Police  Department). 

To:  Captain  (Police  Department);  Assistant  Inspector,  Detective  Bureau 
(Police  Department). 

Compcnastion  for  Cisss 

Annual:  $2280 


Title  or  Class: 

CAPTAIN  (POUCE  DEPARTMENT) 

Spseiilcstions  of  Class  6  3 1) 

Duties: 

Under  the  general  supervision  of  the  Assistant  Superintendent  of  tike  Metro- 
politan Police  Department,  to  be  responsible,  as  commanding  officer  of  a  police 
company,  for  the  preservation  of  the  peace  and  the  prevention  of  crime,  the 
enforcement  of  laws,  rules,  regulations,  and  orders  within  an  assigned  district ; 
to  protect  life  and  property ;  to  guard  the  public  health ;  to  enforce  laws  relat- 
ing to  crime;  to  assign,  instruct,  discipline,  and  be  responsible  for  the  work 
of  subordinates,  in  accordance  with  the  rules  and  regulations  of  the  Metro- 
politan Police  Department ;  to  be  responsible  for  holding  or  disposing  of  public 
.and  private  property  in  custody,  in  accordance  v^ith  the  regulations;  to  be 
responsible  for  the  safety  of  prisoners,  their  appearance  for  trial,  and  the  col- 
lection of  collateral ;  to  receive  and  make  reports ;  to  supervise  the  keeping  of 
records  and  accounts ;  and  to  perform  such  other  work  as  may  be  required,  in 
accordance  with  the  rules  and  regulations  of  the  Metropolitan  Police  Depart- 
ment, D.  C. 

Qualiflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
successful  passing  of  prescribed  examinations;  not  less  than  10  years*  ex- 
perience in  the  Police  Department,  at  least  five  of  which  shall  have  been  in 
a  supervisory  capacity ;  thorough  knowledge  of  the  municipal  laws  of  the  Dis- 
trict of  Columbia  and  police  rules  and  regulations;  some  knowledge  of  or- 
dinary accounting  and  business  metiiods;  ability  to  command  men;  proven 
administrative  ability;  excellent  Judgment;  and  physical  strength. 
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Principal  Lines  of  Promotion 

From:  Lieutenant  (Police  Department);  Lieutenant,  Harbor  Police  (Police 
Deputment). 

To:  Inspector  (Police  Department) ;  Incqpector,  Detective  Bureau  (Police  De- 
partment) ;  Assistant  Superintendent  (Police  Department)  ;  Superintendent 
(Police  Department). 

Compensation  for  Class 

Annual:  $2640 

Tetus  ov  Glass  : 

INSPECTOR  (POLICE  DEPARTMENT) 

Spedflcatlons  of  Class  OO  ^ 

Dntfes: 

Under  general  supervision  of  the  Superintendent,  to  inspect  property,  build- 
ings, and  personnel  of  the  Metropolitan  Police  Department ;  to  have  supervision 
over  requisitions  for  supplies  and  equipment,  repairs  to  buildings,  vehicles,  and 
similar  matters ;  to  supervise  the  issuing  of  supplies  and  equipment ;  to  receive 
and  make  reports ;  to  supervise  records  and  accounts ;  to  serve  as  a  member  of 
various  boards;  and  to  perform  such  other  work  as  may  be  required,  in  ac- 
cordance with  the  rules  and  regulations  of  the  Metropolitan  Police  Department, 
D.  C. 

Qnaliflcatioiia: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  suc- 
cessful passing  of  prescribed  examinations;  not  less  than  10  years'  experience 
in  responsible  positions  in  the  Police  Department;  thorough  knowledge  of  the 
administration,  rules,  and  regulations  of  the  Police  Depsrtment,  and  of  the 
municipal  laws  of  the  District  of  Columbia ;  knowledjse  of  accounting  and  busi- 
ness methods ;  ability  to  command  men ;  proven  administrative  ability ;  discern- 
ment and  superior  Judgment 

Principal  Lines  of  Promotion 

From:  Captain  (Police  Department). 

To:  Assistant  Superintendent  (Police  Department) ;  Superintendent  (Police 
Department). 

Compensation  for  Class 

Annual :  f2700 

Title  of  Glabb  : 

ASSISTANT  SUPERINTENDENT  (POUCE  DEPARTMENT) 

Specifications  of  Class  6  3  (S 

Duties : 

Under  general  supervision,  to  assist  the  Superintendent  in  the  administration 
of  the  Police  Department;  to  make  assignment  of  and  to  issue  orders  to  the 
personnel  in  accordance  with  the  orders  of  the  Superintendent;  to  receive 
reports ;  to  be  In  charge  of  the  Issuance  of  permits ;  to  .receive  and  act  upon 
complaints  from  the  public;  to  make  special  inspections  and  Investigations; 
to  serve  as  a  member  of  various  boards;  to  assist  in  preparing  regulations 
and  amendments  thereto;  to  act  for  the  Superintendent  in  his  absence;  and 
to  perform  such  other  work  as  may  be  required  by  the  Commissioners  of  the 
District  of  Codumbia  or  the  Superintendent  of  the  Metropolitan  Police  Depart- 
ment, District  of  Columbia. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  10  years*  successful  experience  in  responsible  positions  in  the  Police 
Department,  of  which  at  least  five  years  shall  have  been  in  supervisory 
capacities;  detailed  knowledge  of  the  administration,  rules,  and  regulations 
of  the  Police  Department,  and  the  municipal  laws  of  the  District  of  (>>lumbla ; 
knowledge  of  accounting  and  business  methods ;  ability  to  command  men ;  and 
administrative  ability. 
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Principal  Lines  of  Promotion 

From:  Inspector   (Police  Department);  Inspector,  Detective  Bureau    (PoUr« 

Department) ;  Captain  (Police  Department). 
To:  Superintendent  (Police  Department). 

Compensation  for  Class 

Annual:  $3300 

TrruE  OF  Class: 

SUPERINTENDENT  (POLICE  DEPARTMENT) 

Speeifications  of  Class  R!^*) 

Doties:  ^^^ 

Under  the  general  direction  of  the  Commissioners  of  the  District  of  CJolum- 
bia,  to  exercise  administrative  supervision  over  the  Metropolitan  Police  De- 
partment and  be  responsible  for  the  maintenance  of  order,  the  prevention  and 
detection  of  crime,  and  the  enforcement  of  laws,  rules,  regulations,  and 
orders;  to  discipline  subordinates  in  the  Police  Department  for  neglect  of 
duties ;  to  designate  the  work  of  the  personnel ;  to  promulgate  communications, 
circulars,  and  orders;  to  draw  up  departmental  estimates;  to  receive  and 
make  reports;  to  supervise  records  and  accounts;  and  to  perform  such  other 
work  as  may  be  required  by  the  Commissioners  of  the  District  of  Columbia. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  ex- 
tended and  successful  experience  in  responsible  positions  in  the  Police  Depart- 
ment, or  its  equivalent  in  business  or  professional  achievement ;  thorou^  knowl- 
edge of  police  rules  and  regulations  and  the  municipal  laws  of  the  District  of 
Columbia ;  ability  to  command  men ;  and  administrative  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent  (Police  Department);  Inspector,  Detective 
Bureau  (Police  Department);  Inspector  ^.(Police  Department);  (}aptaih 
( Police  Department ) . 

Compensation  for  Class 
Annual:  |4000  

Title  of  (Xass: 

PRECINCT  DETECTIVE  (POLICE  DEPARTMENT) 

Speeifications  of  Class  640 

Duties: 

Under  supervision  in  a  designated  Metropolitan  Police  precinct,  to  carry  out 
special  police  invastlgations ;  to  make  arrests;  to  prepare  reports;  and  to  i>er- 
form  such  other  work  as  may  be  ordered  by  a  superior  officer,  in  accordance 
with  the  rules  and  regulations  of  the  Metropolitan  Police  Department,  D.  C 

Examples:  Investigating,  in  plain  clothes,  robberies,  assaults,  and  other  vio- 
lations of  law,  serious  accidents  or  other  urgent  cases;  receiving  and  trans- 
mitting messages;  handling  routine  correspondence;  keeping  records  and  mak- 
ing reports. 

Qualifications: 

Common -school  education;  successful  completion  of  the  probationary  period, 
and  the  passing  of  prescribed  examinations;  not  less  than  three  years'  ex- 
perience in  the  Metropolitan  Police  Department;  keen  observation,  discretion, 
tact,  and  good  judgment ;  and  physical  strergth. 

Principal  Lines  of  Promotion 

From:  Junior  Private  (Police  Department). 

To:  Detective  Sergeant  (Police  Department);  Sergeant  (Police  Department); 
Sergeant,  Harbor  Police  (Police  Department). 

Compensation  for  Class  « 

Annual:  $1980-^2040 
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TnuB  OF  Glass: 

DETECnVE  SERGEANT  (POUCE  DEPARTMENT) 

SpMiicmtioiui  of  CIam  ^  4.  f 

Under  supervision,  to  Investigate  the  practices,  associations,  and  haunts  of 
the  criminal  classes,  for  the  purpose  of  preventing  and  detecting  crime  and  of 
apprehending  and  arresting  criminals;  to  assist  in  maintaining  order  and  in 
protecting  persons  and  property;  to  keep  records  of  assigned  cases  and  to 
make  reports;  when  required,  to  act  for  the  Assistant  Inspector,  Detective 
Bureau,  in  his  absence;  and  to  perform  such  other  work  as  may  be  ordered 
by  a  superior  officer,  in  accordance  with  the  rules  and  regulations  of  the 
Metropolitan  Police  Department,  D.  C. 

Examples:  Investigating  assigned  cases;  detaining  dangerous  or  suspicious 
persops;  testifying  in  court;  holding  and  properly  disposing  of  money  and 
prop^ty,  in  accordance  with  the  regulations ;  Investigating  pharmacies  In  con- 
Dection  with  the  laws  limiting  the  sale  of  dangerous  drugs;  handling  insane 
persons,  "cranks,**  and  others  of  a  similar  type;  inspecting  pawn  shops  and 
secondhand  stores. 

QnJiilcatioiis: 

Common-school  and  preferably  high-school  education;  successful  completion 
of  the  probationary  period,  and  the  passing  of  prescribed  examinations ;  not  less 
than  five  years'  experience  in  police  work ;  thorough  knowledge  of  police  rules 
and  regulations  and  the  municipal  laws  of  the  District  of  Ck>lumbia;  good 
memory;  superior  courage  and  Judgment;  and  physical  strength. 

Principal  Liiiefl  Of  Promotioii 

From:  Precinct  Detective  (Police  Department);  Senior  Private  (Police  De- 
partment) ;  Assistant  Identification  Expert  (Police  Department). 

To:  Lieutenant  (Police  Department);  Lieutenant,  Harl>or  Police  (Police  De- 
partment) ;  Identification  Expert  (Police  Department) ;  Assistant  Inspector, 
Detective  Bureau  (Police  Department). 

CompcoMtiiHi  for  Class 

Annual:  $234(^42400  . 

TiTi£  OF  CTlass  : 

ASSISTANT  IDENTIFICATION  EXPERT  (POLICE  Q^ARTMENT) 

Spedilcatioiis  of  Class  O  4  ^ 

I  Bill  IM  • 

Under  immediate  supervision,  to  assist  the  Identification  Expert  iu  the  work 
of  the  Bureau  of  Identification  and  to  act  for  him  in  his  absence ;  and  to  per- 
form such  other  work  as  may  be  ordered  by  9.  superior  officer,  in  accordance 
with  the  rules  and  regulations  of  the  Metropolitan  Police  Department,  D.  0. 

Examples :  Taking  finger  prints  of  and  photographing  persons,  alive  or  dead ; 
measaring,  weighing,  and  describing  criminals  by  the  Bert! Hon  or  other  sys- 
tems of  identification ;  photographing  and  describing  scenes  of  crime ;  develoi>* 
ing  plates  and  films,  and  printing  photographs;  copying  photographs  and  sig- 
natures; performing  clerical  work,  such  as  classifying,  indexing,  filing  data,  or 
searching  record.". 


Common-school  education;  not  less  than  three  years'  ex^«rlence  In  police 
or  detective  work;  ability  to  take,  develop,  and  print  photographs;  some 
knowledge  of  the  finger  print,  the  Bertillon,  and  other  systems  of  identifica- 
tion and  of  classifying.  Indexing,  and  filing  records;  knowledge  of  police  rules 
and  regulations  and  of  the  municipal  laws  of  the  District  of  Columbia ;  ability 
to  typewrite;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Station  Clerk  (Police  Department). 

To:  Detective  Sergeant    (Police  Department);   Identification  Expert    (Police 
Department). 

*       Compensation  for  Class 
Annufd:  $2100 


314  BECLASSIFIGATION  COMMISSION  BBPOBT — ^PABT  TL 

TrruB  OF  Glass  : 

IDENTIFICATION  EXPERT  (POLICE  DEPARTMENT) 

Speeifications  of  Class  Q  4  O 

Duties: 

Under  supervision  of  the  Inspector,  Detective  Bureau,  to  liave  responsible 
charge  of  the  Bureau  of  Identification ;  to  act  as  official  photographer  and  as 
finger  print  and  Bertillon  expert ;  to  assist  in  the  prevention  and  detection  of 
crime  and  in  the  apprehension  and  arrest  of  criminals;  to  classify,  index,  and 
file  photographs,  finger  prints,  measurements,  and  other  data;  to  keep  records 
and  make  reports;  and  to  perform  such  other  work  as  may  be  ordered  by  a 
superior  officer,  in  accordance  with  the  rules  and  regulations  of  the  Metropoli- 
tan Police  Department,  D.  C. 

Qualifications: 

Common-school  and  preferably  high-school  education ;  not  less  than  six  years' 
experience  in  police  or  detective  work,  of  which  at  least  two  years  shall  have 
been  in  identification  work;  thorough  knowledge  of  finger  print,  the  Bertillon, 
and  other  systems  of  identification ;  good  knowledge  of  police  rules  and  regula- 
tions and  of  the  municipal  laws  of  the  District  of  Columbia;  photographic 
skill;  superior  judgment;  exi)ert  ability  to  classify,  index,  and  file  records; 
ability  to  command  men;  and  physical  strength. 

Principal  Lines  of  Promotion 

From :  Detective  Sergeant   (Police  Department) ;  Assistant  Identification  Ex- 
pert (Police  Department). 
To:  Assistant  Inspector,  Detective  Bureau  (Police  Department). 

Compensation  for  Class 
Annual:  $2400 


Title  of  Class: 

ASSISTANT  INSPECTOR,  DETECTIVE  BUREAU  (POLICE  DEPART- 
MENT) 

Specifications  of  Class  1)4*4 

Duties: 

Under  supervision,  to  assist  the  Inspector  in  the  conduct  of  the  work  of 
the  Detective  Bureau,  in  the  prevention  and  detection  of  crime,  and  in  the 
apprehension  and  arrest  of  criminals ;  to  assist  in  the  supervision  of  the  Bureau 
of  Indentification,  ^the  preparation  of  daily  "  lookouts,"  and  the  keeping  of 
records  and  accounts;  to  receive  and  make  reports;  to  act  for  the  Inspector 
in  his  absence;  and  to  perform  such  other  work  as  may  be  required,  in  ac- 
cordance with  the  rules  and  regulations  of  the  Metropolitan  Police  Depart- 
ment, District  of  Columbia. 

Qoalifications: 

Common-school  education;  successful  passing  of  prescribed  examinations; 
not  less  than  eight  years'  experience  in  the  Police  Department,  District  of 
Columbia,  at  least  three  years  of  which  shall  have  been  in  responsible  positions 
in  the  ENetective  Bureau ;  thorough  knowledge  of  the  administration,  rules,  and 
regulations  of  the  Police  Department  and  of  the  municipal  laws  of  the  District 
of  Columbia;  knowledge  of  accounting,  filing,  and  ordinary  business  methods; 
a!>ility  to  command  men ;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Detective  Sergeant  (Police  Department) ;  Identification  Expert  (Police 
Department)  ;  Lieutenant  (Police  Department) ;  Lieutenant,  Harbor  Police 
(Police  Department). 

To:  Inspector,  Detective  Bureau  (Police  Department). 

Compensation  for  Class 

Annual:  $2040 
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TiTLB  OF  Class: 

INSPECTOR,  DETECTIVE  BUREAU  (POLICE  DEPARTMEN . , 

SpecillcatioiiB  of  Class  645 

Duties:  vfxi/ 

Under  tbe  general  supervision  of  the  Superintendent^  to  have  responsible 
charge  of  the  Detective  Bureau  of  the  Metropolitan  Poliee  DqiMirtment ;  to  direct, 
supervise,  and  assign  subordinates  in  the  prosecution  and  detection  of  crimes  and 
in  the  apprehension  and  arrest  of  criminals;  to  have  general  supervision  over 
the  Bureau  of  Identification ;  to  supervise  the  preparation  of  dally  "  lookout/* 
the  keeping  of  records,  and  the  making  of  repeats ;  to  make  personnel  reports 
and  recommendations ;  to  be  responsible  for  the  holding  or  disposal  of  property 
and  money,  in  accordance  with  the  regulations;  and  to  perform  sndi  other  work 
as  may  be  required,  in  accordance  with  the  rules  and  regulations  of  the  Metro- 
politan Police  Department,  District  of  Columbia. 

Qnaliftcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiool ;  suc- 
cessful passing  of  prescribed  examinations ;  not  less  than  10  years*  e:q[^rlence 
!n  the  Metropolitan  Police  Department,  at  least  5  years  of  which  shall  have 
been  in  responsible  positions  In  the  Detective  Bureau;  thorough  knowledge  of 
the  administration,  rules,  and  regulations  of  the  Police  Department  and  of  the 
mnnicipal  laws  of  the  District  of  Columbia;  good  knowledge  of  accounting, 
filing,  and  ordinary  business  methods ;  ability  to  command  men ;  administrative 
ability ;  and  physical  strength. 

PrindiMil  lines  of  Promotion 

From:  Captain   (Police  Department)  ;  Assistant  Inspector,  Detective  Bureau 

(Police  Department). 
To:  Assistant  Superintendent    (Police  Department) ;    Superintendent    (Police 

D^Mirtm^at). 

Compensation  for  Class 

Annual:  $3000 

Tttlb  ov  Class: 

POLICE  MATRON  (POLICE  DEPARTMENT) 

Spedfications  of  Class  ^\^{\ 

Duties:  ^  ^  ^^ 

Under  supervision,  in  a  designated  precinct  station  house  during  a  definite 
watch,  to  have  charge  of  and  care  for  female  prisoners  and  children ;  to  search 
and  guard  female  prisoners;  to  accompany  women  to  courts,  hospitals,  or  po- 
lice  headquarters;  and  to  perform  sudi  other  work  as  may  be  ordered  by  a 
superior  officer,  in  accordance  with  the  rules  and  regulations  of  the  Metro- 
politan Police  Department,  District  of  Columbia. 

QualiieationB: 

Oommon-school  education ;  sex,  female ;  age,  between  25  and  35  years ;  prefer- 
ably experience  in  police,  hospital,  or  corrective  Institutional  work;  knowledge 
of  household  work ;  ability  to  handle  women ;  tact,  good  address,  and  Judgment ; 
?ood  physical  condition  and  strength. 

Principal  Lines  of  Promotion 

To:  Subprivate,  Woman's  Bureau  (Police  Department). 

Compensation  for  Class 
Annaal:  $1140-$1200-$1 260^1820^1380 


Title  or  Cukss : 

SUBPRIVATE,  WOMAN'S  BUREAU  (POUCE  DEPARTMENT) 

Specifications  of  Class  647 

Duties: 

Under  immediate  supervision  and  during  a  definite  watch,  to  perform  such 
work  as  may  be  ordered  by  a  superior  officer,  in  accordance  with  the  rules  and 
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regulations  of  the  Metropolitan  Police  Department,  in  the  preservation  of  law 
and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes  and 
disorders,  and  in  other  operations  of  the  department,  especially  as  they  apply  to 
women  and  children. 

Examples:  Learning  the  various  duties  incident  to  police  service;  preparing 
for  and  taking  examinations  for  the  probationary  year ;  patrolling  an  anigned 
territory;  securing  employment  for  delinquent  women  and  girls;  suggesting 
voluntary  probation  or  commitments  to  institutions;  conducting  protective  in- 
spections and  supervision  of  dance  halls  and  motion-picture  theaters;  locating 
and  returning  missing  girls  to  parents  or  guardians;  investigating  assigned 
cases  and  observing  conditions  affecting  the  welfare  of  women  and  (^Idren; 
assisting  in  social  hygiene  and  psychopathic  work;  attending  and  testitying 
in  juvenile  court  cases ;  accompanying  women  to  the  Bureau  of  Identification, 
to  reformatoricB)  and  courts. 

QuJificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
sex,  female;  age,  between  22  and  81;  some  experience  in  social  service  work; 
ability  to  control  women ;  tact,  good  address,  and  Judgment ;  good  physical  con- 
dition and  strength. 

Principal  Lines  of  PromotioD 

From:  Police  Matron  (Police  Department). 

To:  Junior  Private,  Woman's  Bureau  (Police  Department). 

Compensation  for  Class 

Annual:  $1680 


TnxB  OF  Class  : 

JUNIOR  PRIVATE,  WOMAN'S  BUREAU  (POLICE  DEPARTMENT) 

Specifications  of  Class  6  4  O 

Duties: 

Under  immediate  supervision  and  during  a  definite  watch,  to  perform  such 
work  as  may  be  ordered  by  a  superior  officer,  in  accordance  with  the  rules 
and  regulations  of  the  Metropolitan  Police  Department,  in  the  preservation 
of  law  and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes 
and  disorders,  and  in  other  operations  of  the  department,  especially  as  they 
apply  to  women  and  children. 

EiXamplea:  Performing  the  various  duties  incident  to  police  service;  pa- 
trolling an  assigned  territory;  obtaining  employment  for  destitute  women  and 
girls;  suggesting  voluntary  probation  or  commitments  to  Institutions;  con- 
ducting protective  inspections  and  supervision  of  dance  halls  and  motion  pic- 
ture theaters;  locating  and  returning  missing  girls  to  parents  or  guardians; 
investigating  assigned  cases  and  observing  conditions  affecting  the  welfare 
of  women  and  children;  assisting  in  social  hygiene  and  physchopathic  work; 
attending  and  testifying  In  juvenile  court  cases;  accompanying  women  to  the 
Bureau  of  Identification,  to  reformatories,  and  courts. 

Qoalifications: 

Successful  passing  of  examinations  prescribed  for  the  probationary  year; 
good  knowledge  of  police  rules  and  regulations  and  the  municipal  laws  of 
the  District  of  Columbia  affecting  police  work,  especially  as  they  apply  to 
women  and  children;  ability  to  control  women;  tact,  good  address,  and  Judg- 
ment; good  physical  condition  and  strength. 


Principal  Lines  of  PromotioD 

From:  Sub-Private,  Woman*s  Bureau  (Police  Department). 

Compensation  for  Class 

Annual:  $1740 
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Title  of  Glass  : 

DIRECTOR,  WOMAN'S  BUREAU  (POLICE  DEPARTM^T) 

SpedlicatioiiB  of  Cimss  04  J 

Duties: 

Under  the  general  direction  of  the  Superintendent  of  the  Metropolitan  Police 
Department,  to  have  responsible  charge  of  the  Woman's  Bureau,  with  the 
rank  of  Captain  (Police  Department) ;  to  be  responsible  for  the  direction, 
instruction,  supervision,  and  discipline  of  subordinates  in  the  maintenance  of 
law  and  order,  the  protection  of  life  and  property,  the  prevention  of  crimes 
and  disorders,  and  the  protection  of  the  public  health,  especially  in  connection 
with  women  and  children;  to  initiate  special  investigations  and  exercise  per- 
sonal supervision  in  the  suppression  of  vice  conditions  in  the  District  of  Co- 
lumbia; to  receive  and  make  reports;  to  keep  records;  and  to  perform  sudi 
other  work  as  may  be  required,  in  accordance  with  the  rules  and  regulations 
of  the  Metropolitan  Police  Department,  D.  C. 

QnaMcatioiui: 

Successful  passing  of  prescribed  examinations;  training  equivalent  to  gradu- 
ation from  an  institution  of  recognized  standing;  extended  exi)erlence  and 
training  in  social  service  work;  not  less  than  five  years'  experience  in  police 
work  as  it  especially  applies  to  women  and  children;  thorough  knowledge  of 
police  rules  and  regulations  and  the  municipal  laws  of  the  District  of  Columbia ; 
administrative  ability;  ability  to  conunand  and  direct  womeu;  tact,  good  ad- 
drefls^  and  judgment ;  and  good  physical  condition. 

Compensation  for  Class 

Annual:  $2640-92700 


POLICING— PARKS 


TiTLB  OF  Class  : 
PARK  PATROLMAN 

Specifications  of  Class  OOO 


Under  direction,  and  during  a  definite  watch,  to  be  responsible  for  the  preser- 
vation of  law  and  order  and  the  protection  of  life  and  property  within  an 
assigned  park  area,  square,  or  reser\'ation,  under  the  Jurisdiction  of  the  Federal 
Government;  to  prevent  crimes  and  disorders;  to  detain  and  arrest  offenders; 
to  guard  the  public  health ;  to  obey  and  enforce  laws,  rules,  and  regulations ; 
and  to  perform  related  work  as  required. 

Examples:  Patrolling  the  Mall,  the  Zoological  Park,  the  United  States  Sol- 
diers* Home  grounds,  the  Conduit  Road,  the  Washington  Aqueduct  and  Mc- 
Millan Park,  or  other  parkways  or  reservations,  in  the  performance  of  regular 
police  work ;  caring  for  lost  children,  sick  or  disabled  persons,  and  lost  or  aban- 
doned property  in  a  park ;  directing  and  controlling  traffic  and  preventing  acci- 
dents ;  directing  and  informing  the  public ;  in  some  cases,  performing  incidental 
work,  such  as  receiving  and  caring  for  animals  in  the  Zoological  Park,  or 
measuring  sand,  weighing  coal,  tending  gauges,  and  manipulating  valves  at  the 
Washington  Aqueduct 

Qualiflcations: 

Conomon-school  education;  age,  between  22  and  87;  height  of  not  less  than 
5  feet  7  inches;  weight,  not  less  than  145  pounds;  honorable  service  in  the 
Army,  Navy,  or  Marine  Corps,  or  in  police  work;  thorough  working  knowledge 
of  police  rules  and  regulations  and  the  municipal  laws  of  the  District  of  Colum- 
bia affecting  police  work ;  ability  to  ride  and  make  minor  repairs  to  a  bicycle  or 
motor  cycle;  courage f  tact  and  good  Judgment;  good  physical  condition  and 
strength. 

Prindpol  Lines  of  Promotion 

To:  Sergeant  (United  States  Park  Police) ;  Sergeant  (Zoo  Park  Police). 

Compensation  for  Class 

Annual:  $150O-$1620 
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Title  of  Olass  : 

SERGEANT  (ZOOLOGICAL  PARK  POUCE) 

Specifications  of  Glaas  Dt^.X 


Under  the  general  direction  of  the  Superintendent  of  the  National  ZooLogicat 
Park,  to  be  responsible  for  the  preservation  of  law  and  order  and  the  protection 
of  life  and  property  in  the  Park  and  to  have  responsible  charge  of  the  Park 
Police;  to  inspect  and  instruct  subordinates  and  to  be  responsible  for  discipline 
and  the  proper  performance  of  work;  to  be  responsible  for  property  taken^ 
held,  or  disposed  of,  in  accordance  with  the  regulations;  to  enforce  laws,  rules, 
and  regulations;  to  keep  records  and  to  make  reports;  and  to  perform  related 
work  as  required. 

Examples:  Inspecting  Park  Patrolmen  on  their  beats;  observing  general 
conditions;  making  reports  of  schools  or  classes  visiting  the  Park;  keeping 
records  and  making  reports  of  rainfall;  reporting  arrests,  lost  and  found 
articles,  attendance,  and  other  matters ;  supervising  and  directing  traffic  and  the 
parking  of  vehicles. 

Qnalificatioiui: 

Ck)mmon-8chool  education ;  not  less  than  two  years'  experience  in  police  work 
or  as  Park  Patrolman  in  the  Zoological  Park;  thorough  knowledge  of  police 
rules  and  regulations,  the  municipal  laws  of  the  District  of  Columbia,  and.  the 
laws,  rules,  and  regulations  relating  to  the  Zoological  Park;  courage;  tact  and 
good  judgment ;  and  good  physical  condition  and  strength. 

Principal  Lines  of  Promotion 

From :  Park  Patrolman. 

Compensation  for  Class 

Annual :  $1800 


Title  of  Glass  : 

SERGEANT  (UNITED  STATES  PARK  POLICE) 

Specifications  of  Claas  n  •)  ^ 

Duties:  ^  ^  ^ 

Under  direction,  and  during  a  definite  watch,  to  have  immediate  charge  of  a 
squad  of  patrolmen  engaged  in  the  preservation  of  law  and  order  and  the 
protection  of  life  and  property  in  park  areas,  reservations,  and  adjoining  streets 
within  an  assigned  area  of  the  District  of  Columbia;  to  inspect  and  Instruct 
subordinates  and  be  responsible  for  attendance,  discipline,  and  the  proper  per- 
formance of  work;  to  make  reports  to  superior  ofllcers  of  arrests,  lost  and 
found  articles,  attendance  of  subordinates,  and  other  matters;  to  supervise 
traffic  and  the  parking  of  vehicles ;  to  act  as  First  Sergeant,  United  States  Park 
Police,  when  ordered ;  and  to  perform  related  work  as  required. 

QnaBficationa: 

Common-school  education ;  not  less  than  two  years*  experience  as  Park  Patrol- 
man in  the  United  States  Park  Police  Force ;  thorough  knowledge  of  the  munici- 
pal laws  of  the  District  of  Columbia,  police  rules  and  regulations,  and  the  laws, 
rules,  and  regulations  relating  to  United  States  parks  in  the  District  of  Colum- 
bia; ability  to  handle  men;  courage;  tact;  good  Judgment;  and  physical 
str^igth. 

Principal  Lines  of  Promotion 

E^om :  Park  Patrolman. 

To:  First  Sergeant  (United  States  Park  Police). 

Compensation  for  Class 

Annual :  $1800 
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Tttle  or  Class  : 

FIRST  SERGEANT  (UNITED  STATES  PARK  POLICE) 

Spedflcatioiis  of  Class  p  r  «^ 

Duties:  ^^^ 

Under  supenrision  of  the  Lieutenant,  United  States  Park  Police,  to  assign. 
Inspect,  and  supervise  subordinate  members  of  the  force  in  the  performance  of 
tbeir  work ;  to  investi^te  complaints ;  to  keep  records,  make  reports,  and  per- 
form miscellaneous  ofQce  work ;  to  peif orm  the  duties  of  Sergeant  on  occasion ; 
to  act  for  the  Lieutenant,  United  States  Park  Police,  in  his  absence;  and  to  per- 
form related  work  as  required. 

Qiudiilcatioiui: 

Common-school  education ;  not  less  than  five  years'  experience  as  Patrolman 
and  Sergeant  in  the  United  States  Park  Police  force;  thorough  knowledge  of 
the  municipal  laws  of  the  District  of  Columbia,  police  rules  and  regulations, 
and  the  laws,  rules,  and  regulations  relating  to  United  States  Parks  in  the 
District  of  Columbia ;  administrative  ability ;  ability  to  command  men ;  courage^ 
tact  and  good  judgment :  and  physical  strength. 

Principal  lines  of  Promotion 

From:  Sergeant  (United  States  Park  Police). 
To:  Lieutenant  (United  States  Park  Police). 

Compensation  for  Class 

Annual :  $1920 


Ttfle  of  Ciass: 

LIEUTENANT  (UNITED  STATES  PARK  POLICE)        n  r  ^ 

Spedflcations  of  Class 

Duties: 

Under  the  Office  of  Public  Buildings  and  Grounds  of  the  War  Department,  to 
have  administrative  supervision  over  and  be  commanding  officer  of  the  United 
States  Park  Police ;  to  be  responsible  for  the  preservation  of  law  and  order  and 
the  protection  of  life  and  property  in  parks,  squares,  and  reservations  in  the 
District  of  Columbia  under  the  Jurisdiction  of  that  office;  to  supervise  and 
direct  the  work  of  handling  crowds  and  traffic  within  the  areas ;  to  inspect  and 
Instruct  subordinates  and  be  responsible  for  discipline  and  the  proper  per- 
formance of  work ;  to  be  responsible  for  property  and  money  taken,  held,  or  dis- 
posed of.  In  accordance  with  the  regulations ;  to  enforce  laws,  rules,  and  regu- 
lations ;  to  keep  records  and  accounts ;  to  make  reports ;  and  to  perform  other 
related  work. 

QnalUlcatioDa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
leas  than  eight  years'  experience  in  police  work,  five  of  which  shall  have  been 
Id  supervisory  positions  in  the  United  States  Park  Police  force ;  detailed  knowl- 
^ge  of  police  rules  and  regulations,  the  municipal  laws  of  the  District  of 
Columbia,  and  the  laws,  rules,  and  regulations  relating  to  United  States  Parks  In 
the  District  of  Columbia ;  proven  administrative  ability  and  ability  to  command 
men ;  courage,  tact  and  good  judgment ;  and  physical  strength. 

Prindpal  Lines  of  Promotion 

From:  First  Sergeant  (United  States  Park  Police). 

Compensation  for  Class 
Annual :  $2100 
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PROTECTION  OF  QAMB 


Tnxx  OF  Class  : 

UNITED  STATES  GAME  WARDEN 

Specifications  of  Glass  655 

Duties: 

Under  supervision,  to  enforce  the  Migratory  Bird  Treaty  Act  and  the  Lacey 
Act;  to  patrol  an  assigned  territory  and  apprehend  violators;  to  collect  data 
and  evidence  for  use  in  prosecutions ;  and  to  perform  related  worl^  as  required 

QnalificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  knowledge  of  Federal  game  laws  and  working  knowledge  of  State 
game  laws;  ability  to  collect  evidence  and  prepare  testimony  for  prosecution; 
integrity,  tact,  resourcefulness ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

To :  Deputy  Chief  United  States  Game  Warden. 

Compensation  for  Class 

Annual:  $18(MM102O-$20^ 


TrruG  OF  Class: 

DEPUTY  CHIEF  UNITED  STATES  GAME  WARDEN 

Specifications  of  Class  B  5  ( ) 

Duties: 

Under  direction  of  the  Chief  United  States  Game  Warden,  to  assist  in  the 
administration  of  the  Migratory  Bird  Treaty  Act  and  the  Lacey  Act ;  to  super- 
vise the  office  and  field  employees  engaged  in  the  enforcement  of  these  Acts; 
to  prepare  cases  for  prosecution;  to  instruct  field  employees  in  conducting 
investigations;  to  act  for  the  Chief  United  States  Game  Warden  in  his 
absence;  and  to  perform  related  work  as  required. 

QnaBfications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  knowledge  of  law,  including  Federal, 
State,  Canadian,  and  local  game  laws;  not  less  than  8  years'  erperioice  In 
connection  with  the  administration  and  enforcement  of  game  laws;  super- 
visory ability;  tact,  resourcefulness,  and  integrity. 

Principal  Lines  of  Promotion 

From :  United  States  Game  Warden. 
To :  Chief  United  States  Game  Warden. 

Compensation  for  Class 

Annual:  $8800 


Tttlb  of  Class  : 

CHIEF  UNITED  STATES  GAME  WARDEN 

Spedfications  of  Class  U«J  ^ 

Duties: 

Under  general  direction  of  the  Chief  of  the  Bureau  of  the  Biological  Survey, 
to  administer  and  enforce  the  provisions  of  the  Migratory  Bird  Treaty  and 
the  Lacey  Act;  to  supervise  United  States  Game  Wardens  and  Deputy 
Wardens;  to  cooperate  with  State  game  officials  and  others;  to  prepare 
Federal  Game  laws  and  regulations;  to  supervise  the  preparation  of  bulletins 
in  seference  to  game  laws;  to  prepare  reports  and  submit  estimates;  and  to 
perform  other  related  work. 
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UmaMcMmmz 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  knowledge  of  law  including  Federal, 
State,  Canadian,  and  local  game  laws;  not  less  than  5  years'  experience  in 
work  connected  with  the  administration  and  enforcement  of  game  laws; 
administrative  ability;  tact,  resourcefulness,  and  integrity. 

Principal  Lines  of  Promotimi 

Trom :  Deputy  Chief  United  States  Game  Warden. 

CompenMitlon  for  Glaas 
Annual:  $4020 


SBCRET  SERVICE 


Tmx  or  Class  : 

ASSISTANT  CHIEF,  SECRET  SERVICE 

Spedlications  of  Class  CiK^' 

Duties:  DOO 

Under  supervisiou,  to  assist  the  Chief.  Secret  Service,  In  the  administration 
of  the  Secret  Service  Division  (Treasury  Department)  ;  to  supervise  the  activi- 
ties, deportment,  and  morale  of  field  agents ;  to  make  special  investigations  and 
imdertake  special  missions ;  to  receive,  examine,  and  pass  upon  daily  reports  of 
field  agents ;  to  perform  administrative  clerical  work  at  the  headquarters  oflloe ; 
to  act  for  the  Chief,  Secret  Service,  in  his  absence;  and  to  perform  related 
work  as  required. 

QaaHficatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  10  years*  experience  in  detective  work,  of  which  five  slhall  have  been 
in  responsible  supervisory  positions  in  the  Secret  Service  Division;  Uiorougli 
knowledge  of  the  laws,  rules,  and  regulations  governing  counterfeiting  and 
other  violations  of  the  Federal  penal  statutes,  and  of  the  practices  of  those  ^i- 
gaged  in  such  activities;  administrative  "ability ;  good  Judgment,  resourceful* 
nesB,  and  firmness. 

Principal  lines  of  PhnboUob 

To:  Chief,  Secret  Service. 

Compensation  for  Class 

Annual :  $4200 


TrruB  or  Class: 

CHira*,  SECRET  SERVICE 

Specifications  of  Class  G  5  t ) 

Duties: 

Under  the  general  direction  of  an  Assistant  Secretary  of  the  Treasury,  to 
have  responsible  charge  of  the  Secret  Service  Division ;  to  direct  and  control  the 
operations  Involved  in  the  suppression  of  counterf^ting,  the  guarding  of  the 
President  of  the  United  States  and  other  ofllcials,  and  the  investigation  of  cases 
relating  to  stolen  and  forged  Government  checks,  to  the  theft  of  Government 
property,  and  to  violations  of  laws  relating  to  the  Treasury  Department;  to 
prepare  reports  and  bureau  estimates;  and  to  perform  other  related  work. 

QnaliflcatioBs: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  extended  experience  in  detective  work,  in- 
clDding  the  apprehension  of  counterfeiters,  at  least  five  years  of  which  shall 
have  been  in  responsible  charge  of  such  work ;  detailed  knowledge  of  the  laws, 
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nile8>  and  regulations  governing  counterfeiting  and  related  matters;  piovea 
admlnlstratlye  ability  of  a  high  order ;  resourcefulness  and  personal  force. 

Prindiial  Lines  d  Promotion 

From :  Assistant  Chief,  Secret  Service. 

Compensation  for  Class 


Tttlk  of  Glass: 

ASSISTANT  CHIEF,  BUREAU  OF  INVESTIGATION 

Specifications  of  Class  6^>^^ 

Duties: 

Under  supervision,  to  assist  the  Chief  in  the  administration  of  the  Bureau 
of  Investigation;  to  supervise  the  activities,  receive,  examine,  and  pass  upon 
reports  of  field  agents;  to  make  special  investigations  and  undertake  special 
missions;  to  perform  the  administrative  clerical  work  of  the  Bureau;  to  act 
for  the  Chief  of  the  Bureau  in  his  absence ;  and  to  perform  r^ated  work  as  r&- 
Quired. 

Qnallflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  eight  years'  experience  in  de- 
tective and  Investigational  worlc,  of  which  at  least  three  years  shall  have  been 
in  responsible  work  in  Investigating  offenses  against  the  laws  of  the  United 
States ;  thorough  knowledge  of  the  laws,  rules,  and  regulations  in  reference  to 
sabotage,  sedition,  neutrality,  and  the  Immoral  transportation  of  women;  ad- 
ministrative ability;  personal  force,  and  resourcefulness. 

Principal  Lines  of  Promotion 

To:  Chiet  Bureau  of  Investigation* 

Compensation  for  Class 

Annual:  $4200 


Title  of  Glass  : 

CHIEF,  BUREAU  OF  INVESTIGATION 

Specifications  of  Class  661 

Duties: 

« 

Under  the  general  direction  of  an  Assistant  Attorney  General,  to  have  re- 
sponsible charge  of  the  Bureau  of  Investigation,  Department  of  Justice;  to 
control  the  operations  Involved  in  the  investigation  of  offenses  against  the  laws 
of  the  United  States  with  regard  to  sabotage,  sedition,  neutrality,  espionage, 
passports,  to  the  Immoral  transportation  of  women,  and  to  other  matters;  to 
prepare  reports  and  bureau  estimates ;  and  to  perform  other  related  worlc 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing;  extended  experience  In  detective  and 
investigational  work,  of  which  at  least  five  years  shall  have  been  In  responsible 
work  in  investigating  ofDenses  against  the  laws  of  the  United  States ;  thorouc^ 
knowledge  of  the  laws,  rules,  and  regulations  in  reference  to  sabotage,  sedition, 
neutrality,  and  the  Immoral  transportation  of  women;  administrative  ability 
of  a  high  order ;  resourcefulness  and  personal  force. 

Principal  Lines  of  Promotion 

l^rom :  Assistant  Chief,  Bureau  of  Investigation. 

Compensation  for  Class 
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Teob  or  0la88  : 

CHIEF  POST  OFFICE  INSPECTOR 

Spedficatiinu  of  ChuM  662 

Duties: 

Under  direction  of  the  Postmaster  General,  to  supervise  the  work  of  post- 
office  in^>ector8  and  of  the  Division  of  Post  Office  Inspectors ;  to  supervise  the 
preparation  and  issuing  of  all  cases  for  investigation  and  the  disposition  thereof ; 
to  have  charge  of  all  matters  relating  to  the  depredations  on,  losses  in  and 
fraudulent,  or  improper  uses  of  the  mails,  the  custody  of  money  and  property 
collected  or  received  by  Inspectors,  and  the  restoration  thereof  to  the  owners ;  to 
adjust  accounts  of  Inspectors  for  salary  and  expenses ;  personally  to  make  im- 
portant and  confidential  investigationa ;  to  prepare  necessary  reports;  and  to 
perform  other  related  work. 


Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  successful  experience  in  an  administrative  or  other  reeponsi- 
Ue  capacity  in  the  postal  service,  preferably  in  the  Division  of  Post  Office  In- 
spectors; thorough  knowledge  of  postal  laws  and  regulations;  and  adminis- 
trative ability. 

CompensatioD  for  Class 


OTHER  CLASSES   IN  THE  POLICE  AND  CRIMINAL   INVESTIGATION 

SERVICE 


TrruB  or  Class: 

DEPUTY  UNITED  STATES  MARSHAL 

Spedficatioiis  of  Class  6  6  O 

Duties: 

Under  direction  of  the  Chief  Deputy  United  States  Marshal  of  the  District  of 
Columbia,  to  serve  the  various  processes  issued  by  courts ;  to  act  in  the  capacity 
of  bailiff  and  to  maintain  order  during  sessions  of  the  court ;  to  execute  orders 
of  the  court ;  to  make  arrests ;  to  accompany  and  guard  prisoners  in  transit  from 
Jail  to  court  and  to  other  Jurisdictions;  to  assist  in  ordinary  clerical  work  in 
connection  with  court  proceedings,  such  as  keeping  dockets  and  flies,  making  out 
summonses  for  witnesses,  keeping  simple  accounts,  keeping  records,  and  making 
returns  on  court  papers ;  and  to  perform  related  work  as  required. 

Quaittcmtiims: 

Common-school  education ;  preferably  some  experience  in  court  work ;  ability 
to  perform  simple  clerical  work;  courage;  mature  Judgment;  and  physical 
strengtti. 

Principal  Lines  of  Promotion 

To :  Assistant  Chief  D^uty  United  States  Marshal. 

Compensation  for  Class 

Annual :  $174<M1800 


TnuB  o^  Class: 

ASSISTANT  CHIEF  DEPUTY  UNITED  STATES  MARSHAL 

Specifications  of  Class  06*4 

Duties:  ^ 

Under  general  direction  of  the  Chief  Deputy  United  States  Marshal  of  the 
District  of  Columbia,  to  have  direct  supervision  over  Deputy  United  States 
Marshals ;  to  supervise  the  operation  of  prison  vans  and  the  transportation  of 
prisoners;  to  keep  the  time  of  Deputy  Marshals,  drivers,  and  the  employees  in 
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the  Marshal's  office ;  to  receive,  docket,  and  account  for  cash  received  for  service 
of  writs ;  to  receive,  docket,  index,  distribute  for  service,  and  make  retams  of 
civil  writs ;  to  serve  writs  on  occasion ;  to  assist  in  the  compilation  and  checking 
of  reports ;  to  keep  records ;  to  act  for  the  Chief  Deputy  United  States  Marshal 
in  his  absence;  and  to  perform  related  work  as  required. 

QutUficatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  liigh  school ;  not 
less  tiian  four  years'  experience  as  a  Deputy  United  States  Marshal ;  mature 
Judgment ;  supervisory  ability ;  and  ability  to  command  men. 

Princiiial  Lines  of  Promotion 

Prom :  Deputy  United  States  Marshal. 
To:  Chief  Deputy  United  States  Marshal. 

Compensation  for  Class 

Annual:  $2400 

TnxB  OF  Class: 

CHIEF  DEPUTY  UNITED  STATES  MARSHAL 

Specifications  of  Class  (^  T^  '^ 

Duties:  ^^^^' 

Under  the  general  direction  of  the  United  States  Marshal,  to  assist  in  the 
administration  of  his  office;  to  assign  d^uties  for  service  in  the  several  courts; 
to  receive  from  the  deputies  fees  and  costs  for  service  of  process  and  to  deposit 
them  in  designated  d^)OSitories ;  personally  to  direct  seizures  under  writs  of 
attachment,  fieri  facias,  and  replevin,  and  under  warrants  in  pure  food  and 
admiralty  cases  issued  by  the  Supreme  Court  of  the  District  of  Columbia;  to 
receive  and  pass  upon  bonds  of  indemnity  for  the  protection  of  the  Marshal;  to 
prepare  and  submit  reports  to  the  Marshal ;  to  confer  with  attorneys  and  with 
Judges  and  officers  of  the  several  courts ;  to  act  for  the  United  States  Marshal 
in  his  absence;  and  to  perform  related  work  as  required. 

Qoslifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
recognized  law  school ;  not  less  than  five  years'  responsible  experience  in  legal 
work;  good  knowledge  of  accounting  and  business  methods;  administrative 
ability ;  and  good  Judgment. 

Prindpal  Lines  of  Promotion 

From:  Assistant  Chief  Deputy  United  States  Marshal. 
To:  United  States  MarshaL 

Compensation  for  Class 

Annual:  $3000 


TrrLE  ov  Class: 

UNITED  STATES  MARSHAL 

Specifications  of  Class  6G(> 

j^nues* 

Under  the  Department  of  Justice,  to  have  responsible  charge  of  the  office  of 
the  United  States  Marshal;  to  exercise  supervision  over  the  work  of  Deputy 
Marshals ;  to  direct  and  control  the  financial  work  of  the  office,  and  to  examine 
and  sign  checks;  to  confer  with  the  Chief  Deputy  and  other  deputies;  to 
appoint  Deputy  Marshals  and  the  custodial  and  Janitor  force  of  the  courthouse; 
to  select  Juries  in  proceedings  for  the  condemnation  of  land  for  public  high- 
ways; to  be  a  member  (by  statute)  of  the  Jury  Commission  to  select  Jury 
panels  in  the  District  of  Columbia;  to  serve  as  custodian  of  the  Courthouse 
Building ;  to  attend  to  the  purchase  of  supplies  and  furniture ;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  ftom  a 
recognized  law  school ;  extended  legal  experience,  including  service  in  police  or 
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court  work  and  the  serving  of  court  processes  and  papers;   administrative 
ability  of  a  hlgb  order ;  and  good  Judgment. 

Principal  Lines  of  Promotion 

From :  Chief  Deputy  United  States  Marshal. 

Compensation  for  Class 


Title  of  Class  : 

MARSHAL,  UNITED  STATES  COURT  OF  CUSTOMS  APPEALS 

Specifications  of  Class  ^  t  w' 

Dnties:  ^  "  • 

Under  the  general  direction  of  the  Court  of  Customs  Appeals,  to  act  as  its 
financial  agent ;  to  prepare  vouchers,  make  purchases,  and  disburse  funds  for 
the  court ;  to  report  on  expenditures  and  make  financial  statements  to  Congress 
and  the  Department  of  Justice  at  definite  periods ;  to  make  inventories  and  have 
responsible  charge  of  court  property;  to  attend  court  sessions  and  open  and 
close  the  court ;  to  have  charge  of  messengers  and  charwomen ;  and  to  perform 
other  clerical  and  related  work  as  required. 

QnalificationB: 

Training  equivalent  to  that  r^presented  by  graduation  from  high  school; 
several  years*  successful  business  experience;  good  knowledge  of  bookkeeping 
and  accounting ;  thorough  knowledge  of  court  and  legal  procedure ;  supervisory 
ability;  accuracy  and  good  Judgment. 

Comp^iaation  for  Clan 

Annual:  $3000 

Title  op  Class  : 

BAILIFF  (POLICE  COURT) 

Specifications  of  Class  6B8 

Dnties: 

Under  the  direction  of  the  Clerk  of  the  Police  Court  of  the  District  of  Colum- 
bia, to  be  in  attendance  in  court  until  all  cases  are  disposed  of;  to  have  cus- 
tody of  prisoners  while  in  the  court  room ;  to  call  witnesses  and  attorneys ;  to 
maintain  order  in  the  court  room  and  building  during  sessions  of  the  court ;  to 
perform  simple  clerical  work,  such  as  filing  papers  or  keeping  records;  and  to 
perform  related  work  as  required. 


Common-school  education;  good  address,  courtesy  and  tact;  and  good  physl- 
OLl  condition. 

Comp^iaation  for  Class 

Annual:  $1440 

Title  of  Class  : 
COURT  CRIER 


Specifications  of  Class  Qi^J 


Under  direction  of  a  Justice  of  a  court,  to  open  and  close  the  court ;  to  main- 
tain order  and  to  exercise  general  supervision  oyer  the  court  room  during  ses- 
sions of  the  court;  to  call  witnesses  and  Juries;  to  assist  the  clerk  in  impanel- 
ing jurors ;  to  make  announcements  in  regard  to  cases  as  the  court  directs ;  to 
take  forfeited  recognizances;  and  to  perform  related  work  as  required. 

QoaUfications: 

Common-school  education;  preferably  some  experience  in  court  procedure; 
firmness,  good  address,  and  discretion. 

Compensatioa  for  Clan 

Annual:  |1500 


o     \fi 


24.  THE  PRINTING  TRADES  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  connection  with  various  pirinting  trades  processes, 
such  as  typesetting,  electrotyping,  stereotyping,  engraving,  type,  plate,  or 
Uthographio  printing,  tending,  or  the  production  of  paper  securities,  maps 
or  charts, 

Adhinibtratiok,  Gbnxbazi: 

WbMMfr  ef  Woife— B.  E.  *  P. 
AflilfteBt  Dir«etor— B.  B.  *  P. 
Dirtctoi^-B.  E.  ft  P. 

AMistant  HaiMC^r  «f  Woifc  (iii«lit)^G.  P.  O. 
Ifanagcr  of  Woifc-^.  P.  O. 
"D^vntr  PnbUc  Printer 

Binding  : 

Balinff  or  Folding  MadiiiM  FMdar 

Bindery  Hand  8«wer 

Bindery  GoM  Hand 

Bindery  Worker 

Bookwork  Examiner 

Bindery  Snperrieor— G.  P.  O.  '^'' 

Bindery  Kan 

Siffnatnre  Pressman 

PrlndiMd  Sisnatnre  Presiman 

Feldlnff  or  Gathering  Mechtno  Operator 

Principal  FoUHns  or  GatlMrtav  Ifarlilirt  Opontor 

Leather  Cotter 

Harbler 

Paper  Baler 

Bookbinder 


ForesMn  of  Seetion,  Binding  DlTision— S.  E.  &  P. 
Amlstant  Superintendent,  Binding  DlTleion — ^B.  E.  ft  P. 
Snperintendent,  Binding  DlTlrion— B.  E.  ft  P. 

Bindery  GAeeman— G.  P.  O. 

Bookbinder  in  Qwrg#— G.  P.  O. 

Aeslrtant  Foreman,  Binding  Section— G.  P.  O. 

Foreman,  Binding  Section — G.  P.  O. 

Superintendent,  Binding  Dirlsion— G.  P.  O. 

DUgCTBOTYPINO  AND  SlBBBOTTPING  : 

Eleetrotyper  Helper 

Electrotyper 

Eleetrotyper  In  Charge— G.  P.  O. 

Eioctrotyper-Finieher 

Blectrotyper-Ftnlslier  in  Charge— G.  P.  O 

Sterootyper 

Storeotyper  In  Clmrge    G.  P.  O. 

Foundry  Offlceman— G.  P.  O. 

A—ietant  Foreman,  Foundry  Section— G.  P.  O. 

Foreman,  Foundry  Section— G.  P.  O. 
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BmiBATiHO : 

ApprtBtlM  StMl  EnsniTcr 
JoBlsr  StMl  BiivfST»r  (Svuin  LHterlns) 
inter  StMl  Bii«i»T«r  (Script  L«ttertait) 
JoBter  StMl  BngrftTtr  (OnmrntmU) 
inter  StMl  BacntYtf  (VIcMttM) 
Jaater  StMl  Bhvistm  (POTtnUi) 
llMtw  StMl  Bavfs^r  (8«ui«  L*Ctvta«) 
llMtor  StMl  Magnrm  (Script  Lcttcriiur) 

IfMtW   StMl   BaVfSTM    (OrUMCBti) 
IfMtW   StMl   BaVfSVCT    (VIClMttM) 

MMter  StMl  BacntTM  (PcrtraMi) 

ScBter  StMl  BavfSTcr  (Sfpsi*  Lcttcriiur) 

Scoter  StMl  Batmrcr  (Script  LcttMteff) 

Sodcr  StMl  BavfSTcr  (OmMcnti) 

Scoter  Stcd  BaviSTcr  (YlciMttM) 

Sodcr  Stcd  BavisTcr  (PcrtrcltB) 

Scpciftecr,  Beak  Ncto  Letter  BacrcTliMr  Scctteo    B.  E.  *  P. 

ScpcnrlMr*  Beak  Ncto  Pietcrc  BavisTliMr  ScctteB— B.  B.  Jk  P. 

AMtetnt  Scpcrinttiidcnt,  Bmk  Ncto  BnsrcTlmr  DMrica    B.  B.  ft  1*. 

SvpcrlntcBdcBt,  Beak  Ncto  BncrcTliMr  DlfhlcB    B.  B*  ft  P. 

ApprcBttoc  Ccppcr  Plato  BavisTcr 
Jaater  Ccppcr  Pteto  Bngiwfcr  (Gicap) 
Hester  Ccppcr  Pteto  BncrBTcH  (GrMip) 
Scoter  Ccppcr  Pteto  BacrsTcr  (GiMip) 

Acitetaat  Chtef  Navticcl  Chart  Bngravcr 
Chtef  Nantteal  Chart  Bacra^r 

Aaitetaat  FcrMMB,  Ccppcr  Pteto  Map  BasraTtac  (Gcclcgteal  8«rTcr) 
FoicMaa,  Ccppcr  Plato  Map  BavraTtac  (Gcclccteal  Swcj ) 
Chtef  BngraTcr  (Gcctefteal  Swrvcj) 


Desteacr,  Steel  BacraTcd  aad  Pteto  Prtatod  Paper  SenirHlM    B.  B.  ft  P. 
Dtetrihatcr,  Steel  Dlca,  Bclte  aa4  PtetM    B.  B.  ft  P. 
Dte  SiakcF— Bcator 
CecBctrte  Lalhc  Operator 

Bayraved  StMl  Dte  aa4  Pteto  Prcrcr 

!•  BavraTcd  Stoel  Dte  aa4  Pteto  PrcHac  Stcttea    B.  B.  ft  P. 


Basrarcd  Steel  Pteto  Hardcacr 

PcicBMa*  BasraTcd  Steel  Pteto  HaricBlaff  Stcttea    B.  B.  ft  P« 

Apprcnttec  BavraTcd  Steel  Pteto  FlalalMr 

BavniTcd  Sted  Pteto  Flatehei'a  AMtetaat 

BavraTcd  Sted  Pteto  Fteteher 

BacrcTcd  StMl  Dte  Plaiiher 

AMtetaat  Fcreeua,  BavniTcd  Sted  Pteto  Flaiahlas  SedteA—B.  B.  ft  P. 

VMeaua,  BavraTcd  Sted  Pteto  Flalahia*  Secttea— B.  B.  ft  P. 


Apprcattec  BagraTed  Stod  Pteto  Traaeferrer 
BaviaTcd  Sted  Pteto  l^aaaf errer 

AMtetaat  FcreBua,  BaviaTcd  Sted  Pteto  l^aaafcrrlac  Secttea— B.  B.  ft  P. 
Pereawa,  BacniTcd  Sted  Plato  Traaeferriaff  Stcttea    B.  B.  ft  P. 
Sapcrrtecr,  EacraTcd  Stoel  Pteto  Traaafcrrlas,  Ptatehfag,  aai  Hardcalaff  Beetle 
B.  B.  ft  P. 

LiTHOOBAFHT  : 

UOcsraphlc  Picm  HelpM 


lidMffraphte  Apprmttee 
lithcsraphte  Bctary  cr  Ftetbed  P 
UOcsraphte  Maltl-Ccter  Bctory  P 
Fcraaaa  LUhctraphte 


LidMffTaphte  Traaeferrer 
VWreaaa  Llthcffiaphte  l^aaaf errcr 


lithcgraplite  Stcac  aad  Pteto  Preparer 
Phcto  Negative  Cattor 
LiOcgraphte  PreccM  Pteto  Maker 
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Janlor  Ltthoffraphic  DraftemaB 
Senior  Lithoffrmphie  Drafteman 
Expert  Litfaomphie  Drafteman 
Chief  Lithoffrapiiic  Draftsman 

Chief  Lithographer 

Snperintendcnt  of  Chart  Printing  and  Sales  (Coast  and  Geodetic  Snnrej) 

Platb  Pbinting  : 

Plate  Printer's  Assistant 

Apprentiee  Steel  and  Copper  Plate  Printer 
Steel  and  Copper  Plate  Printer 
Foreman,  Plate  Printing  Section 

Assistant  Superintendent.  Plate  Printing  DlTision— B.  E.  *  P. 
Saperintendent,  Plate  Printing  Divldoii— B.  B.  ft  P. 

Prbsswobk  : 

Press  Feeder 


Pressman  Apprentice 

Flatbed  Pressman 

Rotary  Pressman 

Offset  Pressman 

Presswoik  OAceman— <*.  P.  O. 

Web  Pressman  In  Charge 

Assistant  Foreman,  Presswoik  flictlsM 

Foreman,  Presswoik  Section 


Assistant  Superintendent,  Snrface  Dhrislon— B.  E.  ft  P. 
Svperlntendent,  8«face  and  Nnmborfaiff  DtvistoM ' '  B.  B.  ft  P. 

Assistant  Saperintandent,  Presswoik  DiTlsloa— G.  P..  O. 
Svperlntendent,  Prwnwoik  Division    G.  P.  O. 


Tyfogsapht: 

Apprentice  Printer 

Compositor 

Printer  Snppljrman 

Printer  OAcemaa— G^  P.  O. 

Maker-vp 

Maker-np  In  Charve 

Assistant  Foreman,  Printing  Section— G.  P.  O. 

Foreman,  Printing  Section— G.  P.  O. 

Foreman,  Money  Order  Section — G.  P.  O. 


OMceman  (Conireeslonal  Printing) — G.  P.  O. 

Estimator  and  Jacket  Writei^-G.  P.  O. 

Chief,  Estimating  and  Jacket  Writing  Section— G.  P.  O. 

Linotype  Operator 

Linotype  Machinist  Operator 

Linotype  Machinist's  Helper 
Linotjpo  Machinist 
Head  Linotype  Machinist 

Assistant  Foreman,  Linotype  Section — G.  P.  O. 
Foreman,  Linotype  Section— G.  P.  O. 

Monotype  Keyboard  Operator 


Monotype  Machinistfs  Helper 
Monotjpo  Machinist 

Head  Monotype  Machinist 

Assistant  Foreman,  Monotype  Section— G.  P.  O. 
Foreman,  Monotype  Section— G.  P.  O. 


Platemaa 
Head  PlaAenuui 
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C^ylMldCT 


C«P7  Editor 


Head  RcrlMr 
Head  Cov7  Editor 

AMlatent  Foremm,  Proof  Soctton — G.  P.  O. 
FofomoB,  Proof  Section— G.  P.  O. 

AMbteat  Svporlntendait,  Printing  DlTlsioii— G.  P.  O. 

Svporlnteiidoiit.  Prlntiiis  DiTlston  and  Aaototont  Manafor  of  Work  (Day)— G.  P.  O. 

OraiEB  Classes  in  the  Printing  Tradbs  Sbrticb  : 
Holpor — G.  P.  O. 
MacUno  Oporator  (Uffht) 
Papor  Cnttlnff  Machine  Oporator 

Hjdramlic  and  Plater  Preoo  Oporator 
Hydraalic  and  Plater  Preoo  Packer 

Monej  and  TImmo  Separator 
Paper  Secnrity  Exaniner 
Paper  Socnrity  Kef eree 

Stamp  Gnmmlttc  Prenmian 

Aaaiatant  Forowoman— B.  B.  Jk  P. 
F^iowmMa— B.  E.  Jk  P. 

Awiotont  Foroaan,  Miseellaneona  Section-— B.  B.  Jk  P. 

Foreman,  Mlicellanee—  Soctton — ^B.  B.  *  P. 

Amftrtant  Snporlntendont,  lUoeeilaneoBe  DiTlaton— B.  B.  *  P. 

Svporintondent.  MieeeDaaeou  Diriflion— B.  E.  *  P.  <Gronp) 

Wetting  jfarhino  Operator 

Foreman,  Paper  Wetting  Soctton— B.  E.  *  P. 

Amftrtant  Superintendent,  Paper  Wetting  Dhriiton— B.  E.  Jk  P. 

Snportntendent,  Paper  Wetting  Dirieion— B.  E.  *  F. 

Foreman,  Metal  Mixing  Section— G.  P.  O. 


Foreman,  Babker  Stomp  Maktav— Dopartmoit  of  Agricnitnro 
Motton  Pictuo  Title  Caid  Printor 
Poital  Card  Bander 


ADMINISTRATION,  GENERAL 


Title  or  Class  : 

HANAGER  OF  WORK—B.  E.  &  P. 

SpeciJlaitions  of  Class  fi  7  ( I 

Duties:  ^     ^ 

Under  general  direction  of  the  Director  and  Assiatant  Director,  to  supervise 
the  production  forces  of  the  Bureau  of  Engraving  and  Printing ;  to  issue  in- 
structions; to  appcMTtion  and  assign  work;  to  advise  foremen  and  other  em- 
ployees in  the  performance  of  their  duties;  to  make  and  receive  reports  and 
recommendations ;  and  to  perform  other  related  work. 

QialUlcatloiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
toided  experience  as  a  journeyman  or  master  in  some  recognized  trade,  art,  or 
craft  foUo^fd  in  the  Bureau  of  Engraving  and  Printing ;  broad  practical  knowl- 
edge of  other  trades  and  arts  involved  in  the  work  of  the  Bureau ;  knowledge 
of  modem  methods  of  business  administration ;  and  ability  to  supervise  large 
and  composite  forces  of  employees. 
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Piiadpal  Lines  of  Promotion 

From:  Saperlntendent,  Bank  Note  Engraving  Division — ^B.  B.  &  P.;  Superin- 
tendent, Plate  Printing  Division — ^B.  E.  &  P. 
To:  Assistant  Director— B.  E.  &  P. 

CompenBation  for  Class 

Annual:  $6000 

Title  of  Class  : 

ASSISTANT  DIRECTOR— B.  K  &  P. 

SpeciJlcations  of  Class  R  *7  \ 

Duties:  ^  •  ^ 

Under  the  general  direction  of  the  Director  of  the  Bureau  of  Engraving  and 
Printing,  to  act  as  chief  executive  officer  in  th6  assignment  of  work  in  connec- 
tion with  the  production,  custody  and  delivery  of  all  United  States  paper  securi- 
ties and  certificates;  to  assign  and  direct  the  supervisory  officers  and  em- 
ployees; to  make  and  receive  reports  and  recommendations;  to  act  for  the 
Director  in  the  absence  of  that  official ;  and  to  perform  other  related  work. 


Training  equivalent  to  that  r^resented  by  graduation  from  high,  school; 
responsible  experience  In  modem  methods  of  business  administration;  famili- 
arity with  the  history,  practice  and  application  of  methods  as  involved  in  the 
production  of  paper  securities  and  certificates  of  the  United  States  in  the 
Bureau  of  Engraving  and  Printing,  or  in  lieu  thereof,  an  exact  and  technical 
knowledge  resulting  from  broad  practical  experience  as  a  craftsman  in  the 
bank  note  production  industry;  and  proved  capacity  to  handle  large  and  com- 
posite forces  of  employees. 

Principal  Lines  of  Promotion 

From:  Manager  of  Work — ^B.  E.  &  P.;  Junior  Clerical  Admhiistrator  (B.  E.  & 

P.) 
To :  Director— B.  E.  &  P. 

Compensation  for  Class 

Annual:  $5000 

Title  of  Class  : 
DIRECTOR— B«  E.  &  P. 

SpedJlcations  of  Class  ^ "/  9 

Duties:  ^  *  ^ 

Under  general  direction  of  the  Assistant  Secretary  of  the  Treasury  in 
charge  of  miscellaneous  bureaus,  to  be  responsible  for,  and  to  direct  the  pro- 
duction, safe  keeping,  and  delivery  to  the  United  States  Treasury  and  other 
Government  agencies  of  paper  money,  bonds,  notes,  commissions,  stamps,  and 
other  Government  certificates  and  securities ;  to  formulate  and  put  in  practice . 
matters  of  policy  and  management;  to  direct  the  personn^;  to  make  all  ap- 
pointments, subject  to  Civil  Service  rules  and  regulations  and  the  approval  of 
the  Secretary  of  the  Treasury ;  to  appoint  members  of  committees  on  purchase 
of  materials  and  supplies  for  the  use  of  the  Bureau  not  embraced  within  the 
General  Supply  Committee  Schedule ;  to  control  and  issue  requisitions  for  fnnds 
for  payment  of  salaries  and  compensation ;  to  submit  reports  and  recommenda- 
tions to  the  Secretary  and  Assistant  Secretary  of  the  Treasury,  and  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  from  high  school; 
responsible  experience  in  modern  business  administration ;  a  knowledge  of  the 
laws,  rules,  and  regulations  of  the  Treasury  Department  and  general  Govern- 
ment practice  and  procedure;  thorough  general  knowledge  of  steel  engraving, 
plate  printing,  and  allied  productive  methods  involved  in  the  particular  work 
of  the  Bureau  of  Engraving  and  Printing  or,  in  lieu  thereof,  exact  and  technical 
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knowledge  deriyed  from  broad  experience  as  a  craftsman  In  the  bank  note  pro- 
duction industry ;  and  ability  to  direct  large  and  composite  forces  of  employees. 

Principal  Lines  of  Promotion 

From :  Assistant  Director— B.  B.  &  P. 

Compensation  for  Class 

Annual:  $7000 

TnxE  OF  Class  : 

ASSISTANT  MANAGER  OF  WORK  (NI6HT)--6.  P.  O. 

SpeciJications  of  Class  Q  ^'  <^ 

Duties:  O  4  O 

Under  general  direction  of  Manager  of  Work,  to  supervise  all  production 
forces  of  the  Goyemment  Printing  Office  employed  at  night  and  be  responsible 
for  work  produced ;  to  receive  requisitions  for  printing  and  binding ;  to  confer 
with  Government  officials  relative  to  character  of  work  produced;  to  keep  In 
touch  with  the  progress  of  Congressional  or  other  ^peeled  work;  to  make  as- 
fidgnments  and  maintain  discipline;  to  make  reports;  and  to  perform  other 
related  work. 

Qnaliilcatioiia: 

Common-school  education;  extended  experience  as  a  }oume3rman  in  some 
major  craft  involved  in  the  production  forces  of  the  Government  Printing 
Office,  part  of  which  shall  have  been  In  a  responsible  capacity  In  the  Govern- 
ment Printing  Office;  thorough  knowledge  of  the  printing  Industry;  super- 
visory ability ;  initiative  and  good  Judgm^it 

Principal  Lines  of  Promotion 

From:   Superintendent,  Printing  Division,  and  Assistant  Manager  of  Work 

(day)— G.  P.  O. 
To :  Manager  of  Work— G.  P.  O. 

Compensation  for  Class 

Aimual:  $4500 

Title  or  Class  : 

MANAGER  OF  W0RK--6*  P.  O. 

SpecUicatlons  of  Class  f^  ^  4 

Duties:  ^       ^ 

Under  general  direction  of  the  Deputy  Public  Printer,  directly  to  supervise 
all  production  forces  of  the  Government  Printing  Office  and  to  be  responsible 
for  work  produced  In  the  Printing,  Presswork  and  Binding  Divisions ;  to  receive 
requisitions  for  printing  and  binding ;  to  see  that  such  requsltlons  conform  to 
the  laws  and  regulations  governing  printing  and  binding  in  the  Government 
Printing  Office ;  to  confer  with  Government  officials  relative  to  the  nature  and 
character  of  printing  and  binding  to  be  produced ;  to  outline  policies  for  carry- 
ing on  the  work ;  to  make  recommendations ;  and  to  perform  other  related  work. 

QuaUlicatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
extended  experience  as  journeyman  in  some  major  craft  involved  in  the  produc- 
tion forces  of  the  Government  Printing  Office,  part  of  which  shall  have  been 
in  a  responsible  capacity,  preferably  in  the  Government  Printing  Office ;  intimate 
broad  knowledge  of  the  printing  industry ;  familiarity  with  laws  and  regulations 
governing  printing  and  binding  in  the  Government  Printing  Office;  supervisory 
ability  of  a  high  order ;  and  good  judgment. 

Principal  Lines  of  Promotion 

From:  Assistant  Manager  of  Work  (night) — G.  P.  O. ;  Superintendent  Printing 

Division  and  Assistant  Manager  of  Work  (day) — G.  P.  O. 
To:  Deputy  Public  Printer. 

Compensation  for  Class 
Annual:  $6000 


832  KECLASSIFICATION  COMMISSION  REPORT — ^PART  II. 

Title  of  Glass: 

DEPUTY  PUBLIC  PRINTER 

Specifications  of  Class  Q  ^  *) 

Duties: 

Under  general  direction  of  the  Public  Printer,  to  have  supervision  of  the 
production  forces  of  the  Government  Printing  Office ;  to  be  responsible  for  all 
work  produced;  to  have  charge  of  all  buildings  occupied  by  the  Government 
Printing  Office  and  the  maintenance  and  operative  forces  attached  thereto;  to 
act  as  Chairman  of  the  Board  of  Inspection  of  all  supplies  purchased;  to  act 
as  Chairman  of  the  Board  of  Condemnation  of  old  machinery  and  material; 
to  act  for  the  Public  Printer  in  his  absence ;  and  to  perform  other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
extended  experience  in  the  printing  or  publishing  business,  part  of  which  shall 
have  been  in  a  responsible  'capacity,  preferably  in  the  Government  Printing 
Office ;  broad  knowledge  of  the  printing  industry ;  familiarity  with  the  Federal 
laws  and  regulations  governing  printing  and  binding ;  administrative  ability  and 
capacity  to  plan  work  on  an  extensive  scale  and  efficiency  to  direct,  through 
superintendents  and  other  supervisory  officials,  the  employees  of  the  Govern- 
ment Printing  Office. 

Principal  Lines  of  Promotion 
From :  Manager  of  Work — G.  P.  O. 

Compensation  for  Class 

Annual:  $5600 

BINDING 


Title  of  Class  : 

RULING  OR  FOLDING  MACHINE  FEEDER 

Specifications  of  Class  6/0 

Duties: 

Under  immediate  supervision,  to  feed  by  hand,  sheets  of  paper  into  a  ruling 
or  folding  machine ;  and  to  perform  related  work  as  required. 

Qualifications: 

Good  physical  condition;  adaptability;  and  common-school  education^ 

Principal  Lines  of  Promotion 

To:  Bindery  Supervisor — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.45-$0.50-$0.55 


Title  of  Class  : 
BINDERY  HAND  SEWER 

Specifications  of  Class  GVT 

Duties: 

Under  immediate  supervision,  to  sew  books  by  hand;  and  to  perform  re- 
lated work  as  required. 

Qualifications: 

Good  physical  condition;  adaptability;  and  common-school  education. 

Principal  Lines  of  Promotion 

To:  Bindery  Supervisor — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.45-$0.50-$0.55 
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67.S 


Ttfle  of  Glass  : 
BINDERY  GOLD  HAND 

Spedficatioiis  of  Claw 

Duties: 

Under  immediate  supervision,  to  apply  gold  or  aluminum  leaf  to  book  coTers, 
or  to  leather  for  titles,  etc.,  before  stamping;  and  to  perform  related  work 
as  required. 

(Imlillcatiaui: 

Good  physical  condition ;  adaptability ;  and  common-school  education. 

Principal  Lines  of  Promotion 

To:  Bindery  Supervisor — 6.  P.  O. 

Compensation  for  Class 

Hourly:  $045-^.50-90^ 


TnxE  or  Class  : 
BINDERY  WORKER 

SpedAcations  of  Class  GUi) 

Duties: 

Under  Immediate  supervision,  to  do  folding,  gathering,  stitching,  collating, 
pasting,  inserting,  examining,  and  other  related  work  by  hand. 

Qnsliflcatioas: 

Good  physical  condition ;  adaptability ;  and  common-school  education* 

Principal  Lines  of  Promotion 

To:  Bindery  Supervisor — G.  P.  O. 

Compensation  for  Class 

Houriy:  $O45-^.50-«0^ 

Tmx  OF  Class  : 
BOOKWORK  EXAMINER 

Specifications  of  Class  6  ^''  0 

Daties: 

Under  supervision,  to  examine  Job  work  after  finishing,  for  error  as  to  size, 
style  of  binding,  correctness  of  spelling,  etc. ;  to  keep  records  of  gold  and  ink 
lines  of  lettering  on  finished  work ;  to  keep  time ;  and  to  perform  related  work 
as  required. 

Qualifications: 

Common-school  education ;  not  less  than  one  year's  experience  in  the  bindery 
of  the  Government  Printing  Office ;  good  vision ;  and  accuracy. 

Principal  Lines  of  Promotion 

To:  Bindery  Supervisor— G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.55 


TiTLB  or  Class  : 

BINDERY  SUPERVISOR-^.  P.  O. 

Specifications  of'  Class  6  8  L 

Duties: 

Under  8ui)ervision,  to  direct  and  be  responsible  for  the  work  of  a  binding 
group  in  the  Government  iPrinting  Office;  to  instruct  such  employees  in  the 
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performance  of  their  work;  to  distribute  work;  to  keep  records  of  work  per- 
formed ;  and  to  perform  related  work  aa  reqaired. 

Qualiflcatioiia: 

Oommon-school  education ;  knowledge  of  bindery  work  performed  by  women ; 
not  less  than  three  years*  experience  in  bindery  work ;  and  supervisory  ability. 

Principal  Linea  of  Promotion 

From:  Bindery  Worker:  Machine  Operator  (light);  Bookwork 'Examiner ; 
Bindery  Gold  Hand;  Bindery  Hand  Sewer;  Ruling  or  Folding  Machine 
Feeder. 

Compenaation  for  Class 

Hourly:  $0.65 

Title  of  Glass  : 
BINDERY  MAN 

Specifications  of  Class  R  8  2 

Duties:  ^ 

Under  immediate  supervision,  to  perform  minor  work  in  connection  with 
various  processes  of  bookbinding,  pamphlet,  and  other  binding ;  and  to  perform 
related  work  as  required. 

Examples:  Sawing  backs  of  books  for  hand  sewers;  molding  and  bending 
book  covers;  cutting,  counting,  examining,  moxmting,  and  stitching  geologic 
maps,  charts,  and  designs. 

Qnalifications: 

Not  less  than  one  year's  experience  in  a  bindery;  common-school  education; 
some  mechanical  abili^;  and  adaptability. 


From:  Laborer. 


Principal  Lines  of  Promotion 
Compensation  for  Class 


Hourly:  $0.66 

TiTLB  OF  Glass  : 
SIGNATURE  PRESSMAN 


68:i 


Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  operate  a  power  signature  press  used  in 
bookbinding;  to  place  signature  (a  fractional  part  of  a  book)  into  a  signa- 
ture press  which  presses  out  all  Indentations  and  compresses  the  signature  into 
compact  bundles;  to  bind  such  bundles  with  chains;  and  to  perform  related 
work  as  required. 

Qualifications: 

Mechanical  ability ;  common-school  education ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Laborer. 

To :  Principal  Signature  Pressman. 

Compensation  for  Class 

Hourly :  $0.(K5 

Title  of  Glass  : 

PRINCIPAL  SIGNATURE  PRESSMAN 

Specifications  of  Class  6  O  4 

Duties: 

Under  supervision,  to  have  charge  of  a  group  of  Signature  Pressmen  engaged 
In  operating  signature  presses  used  In  bookbinding;  to  see  that  all  signature 
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work  is  correctly  pressed,  labeled,  and  delivered  to  warehouse;  to  keep  or- 
dinary records ;  and  to  perform  other  related  work. 

Qoalificatioiifl: 

Not  less  than  two  years*  experience  as  a  signature  pressman;  thorough 
knowledge  of  the  mechanism  of  signature  presses;  conmion-school  education; 
and  supervisory  ability. 

Priadpal  Lines  of  Promotion 

From :  Signature  Pressman. 

Compensation  for  Class 

Hourly:  $0.75 

Title  of  Class  : 

FOLDING  OR  GATHERING  MACHINE  OPERATOR 

SpedAcations  of  Class  B  S  /) 

Duties:  ^^*^ 

Under  immediate  supervision,  to  operate  folding  or  gathering  machines  used 
in  the  process  of  bookbinding ;  and  to  perform  related  work  as  required. 

Qoaliilcationa: 

Ck>nmion-8chool  education;  not  less  than  one  year's  experience  in  a  book- 
binding shop;  knowledge  of  bookbinding  machinery;  and  ability  to  control 
feeds,  make  adjustments  and  minor  repairs  to  folding  or  gathering  machines. 

Principal  Lines  of  Promotion 

From:  Helper — G.  P.  O.;  Laborer. 

To:  Principal  Folding  or  Gathering  Machine  Oiierator. 

Compensation  for  Ckias 

Hourly:  |0.70  

Title  or  Class  : 

PRINCIPAL  FOLDING  OR  GATHERING  MACHINE  OPERATOR 

Specifications  of  Class  PU n 

Duties:  OOb 

Under  immediate  supervision  of  the  Bookbinder  in  Charge,  to  have  charge 
of  and  operate  folding  or  gAthering  machines ;  to  set,  adjust,  and  make  minor 
repairs  thereto ;  and  to  perform  other  related  work. 

QnaUfloitions: 

Common-school  education;  practical  experience  as  a  folding  or  gathering 
machine  operator  with  thorough  knowledge  of  the  mechanism  of  folding  or 
gathering  machines;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From :  Folding  or  Gathering  Machine  Operator. 

Compensation  for  Class 

Hourly:  $0.85 

Title  of  Class  : 
LEATHER  CUTTER 

Spedllcations  of  Class  fi  S  7 

Duties:  ^  ^^  ' 

Under  supervision,  to  cut  the  various  kinds  of  leather  and  doth,  in  skins 
or  rolls,  correct  as  to  size  and  pattern,  as  required  in  bookbinding. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  in  cutting, 
and  thorough  knowledge  of  book-cover  material ;  and  accuracy. 

Compensation  for  Oass 

Hourly:  $0.70  < 
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Tirus  or  Ciass  : 
MARBLER 

Speciflcations  of  Clmss  R  K  Si 

Duties:  ^^^  ^ 

Under  dlrectioD,  to  prepare  a  marbling  solution  and  apply  colors  to  the  edges 
of  books  producing  a  marbled  design. 

Qualifications: 

Common-school  education;  extended  experience  in  marbling;  knowledge  of 
correct  proportions  of  gum  hog  and  gum  tragacanth  necessary  to  produce  proper 
marbling  solutions ;  ability  to  create  and  reproduce  on  book  edges  various  mar- 
bled designs;  and  carefulness. 

Principal  Lines  of  Promotion 

To:  Bookbinder  in  Charge  (if  a  bookbinder)  G.  P.  O. 

Compensation  for  Gass 

Holirly:  $0.85 


681) 


Title  of  Class  : 
PAPER  RULER 

Specifications  of  Class 
Duties: 

Under  supervision,  to  operate  a  ruling  machine,  ruling  various  colored  ink 
lines  on  blank  or  printed  paper ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  four  years'  apprenticeship  as  paper 
ruler,  or  experience  as  a  practical  bookbinder  with  the  required  teowledge  of 
ruling;  knowledge  of  the  various  kinds  of  ruling  ink  and  their  preparation; 
ability  to  adjust  machines  to  produce  correct  lines ;  familiarity  with  forms  to 
be  ruled;  and  good  eyesight. 

Principal  Lines  of  Promotion 

To :  Bookbinder  in  Charge— Q.  P,  O. 

Compensation  for  Class 

Hourly:  $0.85 

TiTLB  or  Class: 
BOOKBINDER 


6VKJ 


Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  bookbinding,  mounting,  binding  machine  oper- 
ating, and  other  related  work. 

Examples:  Binding,  cutting,  ruling,  finishing,  punching,  stamping,  lacing, 
lining  up,  map  mounting,  gluing  on  backs,  covering,  and  repairing. 

Qualifications: 

Common-school  education ;  and  not  less  than  four  years*  bookbinding  appren- 
ticeship. 

Principal  Lines  of  Promotion 

To:  Bookbinder  in  Charge— G.  P.  O.;  Estimator  and  Jacket  Writer;  Bindery 
Offlceman—O.  P.  O. 

Compensation  for  Qass 

Hourly:  $0.85 
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TnxBor  Glass: 

FOBEMAN  OF  SECTION,  BINDING  DIVISION— a  E.  ft  P. 

Specificatioiis  of  CUun  R 1)  1 

Duties:  ^     ^ 

Under  anperrlsion  of  the  Superintendent  or  Assistant  Superintendent  of  the 
Binding  Division  of  the  Bureau  of  Engraying  and  Printing,  to  have  charge  of 
and  to  direct  a  section  doing  pamphlet  binding,  counting,  examining,  perforatingi 
trimming,  or  other  work  incidental  to  the  manufacture  of  Government  securi- 
ties and  certificates;  to  assist  in  the  assigning  of  employees  to  the  various 
tasks;  to  keep  necessary  records;  and  to  perform  ottanr  rs&Ced  work. 

Qaalifications: 

Ck)mmonHschool  education;  not  less  than  four  years*  experience  in  the  work 
of  the  Binding  Division;  familiarity  with  the  processes,  materials^  and  ma- 
chinery of  the  division ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

T^:  Asrtstant  Superintendent,  Binding  Division  (if  a  bookbinder) — B.  B.  4  B. 

Compensation  for  Class 
Annual :  |1740 

TnuB  or  Class. 

ASSISTANT  SUPERINTENDENT,  BINDING  DIVISION— B.  E.  ft  P. 

Spoettcalions  of  Class  6  «)  '^ 

Duties: 

Under  direction  of  the  Superintendent  of  the  Binding  Division  of  the  Bureau 
of  Engraving  and  Printing,  to  plan,  lay  out,  and  distribute  the  work  of  the 
counting,  examining,  perforating,  and  binding  of  Government  securities  and 
certificates;  to  assign  employees  to  the  various  tasks  as  occasion  demands; 
to  advise  with  foremen ;  to  act  for  the  Superintendent  of  the  Binding  Division 
in  his  absence ;  and  to  perform  other  related  work. 

QiiaMeations: 

Common-school  education ;  not  less  than  five  years*  experience  as  a  practical 
bookbinder,  part  of  which  shall  preferably  have  been  in  the  Binding  Division  of 
the  Bureau  of  Engraving  and  Printing;  a  general  knowledge  of  binding  ma- 
chinery and  materials ;  and  supervisory  ability. 

Principal  Lines  of  PtosMytlon 

From:  Foreman  of  Section,  Binding  Division  (if  a  bookbinder)— ^B.  E.  &  P. 
To:  Superintendent,  Binding  Division— B.  E.  &  P. 

Compensation  for  Class 

Annual:  $2100 

TnuB  or  Qcass. 

SUPERINTENDENT,  BINDING  DIVISION— a  E.  ft  P. 

Specifications  of  Class  AM1\ 

Duties:  t)  W  ^ 

Under  general  direction  of  the  Assistant  Director  of  the  Bureau  of  Engrav- 
ing and  Printing,  to  be  responsible  for  the  work  produced  by  the  Binding 
Division ;  to  receive,  plan,  and  to  lay  out  the  work  for  the  binding,  trimming, 
counting,  examining,  etc.,  of  Government  securities  and  certificates;  to  direct 
the  Assistant  Superintendent,  foremen,  and  other  employees  of  the  Division; 
to  maintain  d^ipline;  to  supervise  the  maintenance  of  the  necessary  ma- 
chinery ;lito  agjhke  reports  and  recommendations  to  sui>erior  officers;  and  to 
perform  other  related  work. 

Qoalillcations: 

Comraon«chool  education ;  not  less  than  six  years'  experience  as  a  practical 
bookbinder,  part  of  which  Shall  preferably  have  been  in  the  Binding  Division  of 
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the  Bureau  of  Engraving  and  Printing ;  a  working  knowledge  of  binding  mar 
chinery;  good  Judgment;  and  administrative  ability. 

PrinciiMil  Lines  of  Promotioii 

From :  Assistant  Superintendent,  Binding  Division— B.  E.  &  P. 

Compensation  for  Class 
Annual:  $2520 

TrnjB  OF  Glass  : 

BINDERY  OFFICEMAN— G.  ?•  O. 

Specifications  of  Class  f\U  1 

Duties:  U*''+ 

Under  supervision,  to  perform  the  necessary  office  work  of  the  Binding 
Division  of  the  Government  Printing  Office ;  and  to  perform  related  work  as 
required. 

Examples:  Following  through  the  various  sections,  the  work  desired  for 
time  or  immediate  delivery;  obtaining  and  giving  information  for  dlspatdt 
of  work ;  giving  instructions ;  keeping  time  and  miscellaneous  records ;  acting 
in  place  of  the  superior  officer  in  his  absence. 

Qualifications: 

Common-school  education;  extended  experience  in  the  Government  Print- 
ing Office,  and  preferably  experience  as  a  practical  bookbinder ;  clerical  ability ; 
and  good  address. 

Principal  Lines  of  Promotion 

From:  Bookbinder;  Senior  Clerk 

To:  Assistant  Foreman,  Binding  Section  (if  a  bookbinder) — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.90 

Trnjc  OF  Class: 

BOOKBINDER  IN  CHARGE— G.  P.  O. 

Specifications  of  Class  6t)«5 

Under  supervision,  to  direct  and  be  responsible  for  the  work  of  a  group  of 
Bookbinders,  Bindery  Workers,  and  other  employees  In  the  Government  Print- 
ing Office  engaged  in  bindery  work;  to  instruct  such  employees  in  their 
work ;  to  keep  records ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  not  less  than  four  years'  experience  as  a  practical 
bookbinder,  part  of  which  shall  have  been  in  the  Government  Printing  Office; 
knowledge  of  bookbinding ;  and  supervisory  ability. 

Principal  lines  of  Promotion 

From:  Bookbinder;  Paper  Ruler;  Marbler  (if  a  bookbinder) 
To :  Assistant  Foreman,  Binding  Section — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.90 

Tmj!  or  Class: 

ASSISTANT  FOREMAN,  BINDING  SECriON--G.  P.  0.         (^  ^  ^ 

Specifications  of  Class 
Duties: 

Under  general  supervision  of  the  Foreman  of  the  Library,  Pamphlet-Binding, 
Rulinir  and  Sewing,  Forwarding  and  Finishing,  or  other  Sections  of  the  Oct- 
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ernment  Printing  Office,  to  have  direct  supervision  over  the  employees  of  a 
section;  to  assist  and  instruct  workmen;  to  assist  in  distributing  the  work; 
to  keep  records;  in  the  abs^ice  of  the  Foreman  of  a  Section,  to  act  for  him; 
and  to  perform  related  work  as  required. 

Qualificatioii^ 

Oommon-sc^ol  education ;  not  less  than  five  years*  experience  as  a  practical 
bookbinder,  part  of  which  shall  preferably  have  been  in  the  €rovernment  Print- 
ing Office ;  thorough  knowledge  of  bindery  processes,  materials,  and  machinery ; 
and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Bookbinder  in  Charge — G.  P.  C;  Bindery  Officeman — G.  P.  O. 
To:  Foreman,  Binding  Section — G.  P.  O. 

Compensation  for  Class 

Hourly:  $1.10 

TrruE  OF  Ctjiss: 

FOREMAN,  BINDING  SECnON--G.  P.  0. 

Spedflcations  of  Class  6«)v 

Duties:  * 

Under  general  direction  of  the  Superintendent  of  the  Binding  Division  of 
the  Government  Printing  Office,  to  be  responsible  for  all  work  produced  by  the 
Library,  Pamphlet-Binding,  Ruling  and  Sewing,  Forwarding  and  Finishing, 
or  other  SectkiDfi[;Mo  plan  and  distribute  work;  to  supervise  the  work  of 
assistant 'fkreivSrvbokbinders,  and  other  bindery  workers;  to  keep  records; 
and  to  i)erf orm  other  related  work. 

Qualifications: 

Common-school  education ;  not  less  than  six  years'  experience  as  a  practical 
bookbinder,  xmrt  of  wliich  shall  preferably  have  been  in  the  Government  Print- 
ing Office ;  thorough  knowledge  of  bindery  processes,  materials,  and  machinery ; 
and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Foreman,  Binding  Section — G.  P.  O. 
To:  Superintendent,  Binding  Division — G.  P.  O. 

Compensation  for  Class 

Annual:  $3000 

Title  of  Class  : 

SUPERINTENDENT,  BINDING  DIVISION— G.  P.  0. 

Spedflcations  of  Clasa  Q\\^ 

Under  general  direction,  to  be  responsible  for  all  work  produced  by  the 
Binding  Division  of  the  Government  Printing  Office ;  to  receive  work  for  bind- 
ing; to  plan,  lay  out,  and  direct  the  distribution  of  such  work;  to  direct  and 
advise  foremen,  assistant  foremen,  and  other  employees  of  the  various  sections 
of  the  divisioikc  to  supervise  the  maintenance  of  machinery;  to  act  as  a 
member  of  thefcoard  of  Inspection  which  inspects  materials  and  machinery 
purchases  for  tne  division;  to  make  reports  and  recommendations  to  superior 
officers ;  and  to  perform  other  related  work. 

QaaMcations: 

Goipmon-school  education;  extended  experience  as  a  Journeyman  bookbinder, 
part  of  which  shall  have  been  preferably  in  the  Government  Printing  Office; 
thorough  knowledge  of  bookbinding;  good  Judgment;  and  administrative  ability. 

Principal  Unes  of  Promotion 

From:  Foreman,  Binding  Section,  G.  P.  O. 
To:  Manager  of  Work,  G.  P.  O. 

Compensation  for  Class 
Annual:  18,900 
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BLECTROTYPING  AND  STEREOTYPING 


Tttls  of  Class  : 
ELECTROTYPER  HELPER 

SpecificatioiiB  of  Clmss  f)l)9 

Duties:  ^     ^    , 

Under  immediate  supenision,  to  assist  In  the  production  of  electrotypes;  to 
trim  electrotype  shells;  to  pr^are  same  for  backing  up  or  casting;  to  pour  the 
molten  metal  on  the  prepared  shells;  to  lift  up  the  cast  plates  when  cooled;  to 
saw,  route,  shave,  and  bevel  plates;  and  i)erform  related  work  as  required. 

Qualifications: 

Oommon^chool  education;  good  physical  condition;  and  adaptability. 

Principal  Lines  of  Promotion 

To:  Electrotyper ;  Stereotyper. 

Compensation  for  Class 

Hourly:  $0.7(| 

Title  of  Glass  : 
ELECTROTYPER 

Specifications  of  Class  B^tO   ^AA) 

Under  supervision,  to  make  metallic  copies  of  type  forms,  with  or  without 
cuts,  and  of  engravings ;  to  take  the  impression  of  the  form  or  cut  in  the  wax 
mold;  to  perfect  the  wax  mold  by  cutting  down  or  building  up;  to  back  up 
finished  shells  with  type  metal ;  to  prepare  the  solution  used  in  the  process  of 
electrodeposition ;  to  place  the  wax  molds  or  engraved  plates  in  vat  or 
chemicals ;  to  prepare  copper  plates  for  the  engraver  and  printer ;  and  to  per- 
form related  work  as  required. 

Qualifications: 

Common-school  education ;  appenticeship  in  electrotyping ;  ability  to  prq[)are 
wax  solution  and  cut  down  and  build  up  properly  the  wax  mold;  knowledge 
of  the  molding  press  and  the  methods  of  electrolysis;  some  knowledge  ot 
industrial  electro-chemistry ;  and  good  physical  condition. 

Principal  Lines  of  Promotioa 

From:  Electrotyper-Helper. 

To:  Electrotyper  in  Charge — G.  P.  O.;  Foundry  Officeman — G.  P.  O. 

Compensation  for  Class 
Hourly:  $0.85 

Title  of  Class  : 

ELECTROTYPER  IN  CHARGE— G.  P.  O.  •"'  A  A 

Specifications  of  Class  <  ^'  ▼ 

Duties: 

Under  direction,  to  supervise  the  work  of  molding,  building  up,  backing  up» 
battery  work,  and  other  electrotype  work,  and  personally  to  perform  sndi 
work ;  to  be  responsible  for  work  performed ;  to  act  for  the  Assistant  Foreman 
of  the  Electrotyping  Section  in  his  absence;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education ;  not  less  than  four  years*  experience  as  a  Journey- 
man electrotjrper ;  and  supervisory  ability. 
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Prindpal  Lines  of  Ptomotioii 

From:  Electiotypv* 

To:  Assistant  Foreman,  Foundry  Section — G.  P.  O.;  Foreman,  Foxmdry  Sec- 
tion—6.  P.  O. 

ConpensatioB  for  Class 

Honrly:  $0.96  

Title  or  Class: 
ELECTBOTTPER-FINISHER 

Speetflcatloiis  of  Class  7  vA 

Duties:  ^ 

Under  supervision,  to  finish  electrotype  and  stereotype  plates  by  removing 
Imperfections.^nd  irregularities,  thus  bringing  Impressions  to  a  level  surface; 
and  to  perfor^  related  work  as  required. 

Examples:  straightening  half-tone  plates;  making-up  half  tones  onr  metal 
bases  by  imposing  legends  and  captions;  engraving  or  eliminating  figures  in 
half  tones;  repairing  damaged  plates;  correcting  electrotype,  stereotype,  and 
zinc  line  plates;  making  patterns  and  accented  letters. 

QaaUfiaitlona: 

Conunon-school  education ;  not  less  than  five  years*  apprenticeship  at  electro- 
type finishing;  knowledge  of  engraving;  ability  to  perfect  plates  and  cuts;  and 
manual  dexterity. 

Principal  Lines  of  Promotion 

To :  Electr^typer-Finisher  in  Charge — G.  P.  O. ;  Foxmdry  Ofilceman — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.85 

Title  or  Class: 

ELECTROTTPER-FINISHER  IX  CHARGE— G.  P.  O. 

Specillcations  of  Class  7  ( i  9 

Duties:  *  ^^d 

Under  directten,  to  supervise  the  work  of  finishing  electrotype  and  stereotype 
plates,  and  pei^nally  to  pei^arm  tmch  week;  to  plan  and  distribute  work;  to 
keep  records ;  and  to  perform  related  work  as  required. 

QnaMcstions: 

Common-school  education ;  not  less  than  four  years*  experience  as  a  Journey- 
man electrotyper-finisher ;  ability  to  keep  ordinary  records;  and  supervisory 
ability. 

Piiadpal  lines  of  Promotion 

From:  Electrotyper-Finisher. 

To:  Assistant  Foreman,  Foundry  Section — G.  P.  O.;  Foreman,  Foundry  Sec- 
tion—<J.  P.  O. 

Compensation  for  Class 


$ 


Hourly:  $0.96 
TiTU  OF  Class: 

STEREOTTPER  ^l\tL 

Specifications  of  Class  I  I'  ^ 

Dutieo: 

Under  super^ion,  to  prepare  matrix ;  to  make  an  impression  of  type  or  cuts 
in  matrix;  toylace  mold  in  casting  box  and  cover  with  stereotype  metal;  to 
"  shave "  and  fcmove  surplus  material  from  plates  before  forwarding ;  and  to 
perform  related  work  as  required. 
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Qualifications: 

Common-school  education;  not  less  than  five  years*  apprenticeship  In  stero- 
typing;  ability  to  prepare  matrix;  knowledge  of  casting;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From:  Electrotyper  Helper. 

To :  Stereotyper  in  Charge,  G.  P.  O. ;  Foundry  Offlceman,  G.  P.  O. 

Compensation  for  Oass 

Hourly:  $0.85r 

TnxjE  OF  CiAss: 

STEREOTYPER  IN  CHAR6E--6.  P.  O. 

Specifications  of  Class  i  U  ^ 

Duties: 

Under  direction,  to  supervise  the  work  of  molding,  casting,  forwarding,  and 
other  stereotype  work,  and  personally  to  perform  such  work ;  to  be  responsible 
for  work  performed;  to  plan  and  distribute  work;  to  keep  records;  and  to 
perform  related  work  as  required. 

Qualifications: 

Conmion-school  education ;  not  less  than  four  years'  experience  as  a  Journey- 
man  stereotyper;  ability  to  keep  ordinary  records;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Stereotyper. 

To :  Assistant  Foreman,  Foundry  Section,  G.  P.  O. ;  Foreman,  Foundry  Section, 
G.  P.  O. 

Compensation  for  Class 

Hourly:  |0.05 


Tttlb  or  C^ss :  ^ 

FOUNDRY  OFFICEMAN--G«  P.  O. 

SpedflcatioBs  of  Class  70b 

Duties:  ^ 

Under  supervision,  to  handle  the  office  work  indd^it  to  the  ..production  or  re- 
pair of  electrotype  and  stereotype  plates ;  to  receive,  record,  and  schedule  work; 
to  keep  time  and  records ;  to  make  reports ;  and  to  x)erf orm  related  work  as 
required. 

Qualifications: 

Common-school  education ;  experience  as  an  electrotyper  or  stereotyper  de6i^ 
able;  ability  to  keep  ordinary  records  and  make  simple  r^K>rts;  and  good 
address. 

Principal  Lines  of  Promotion 

From :  Electrotypei:-Finlsher ;  Electrotyper ;  Stereotyper. 

Compensation  for. Class 

Hourly:  $0.85 

Title  of  Class  : 

ASSISTANT  FOREMAN,  FOUNDRY  SECriON— O.  P.  O. 

Specifications  of  Class  »  ^  V 

Duties: 

Under  the  direction  of  the  Foreman  of  the  Foundry  Section,  to  have  charge 
of  the  Electrotyping  or  Stereotyping  Section  engaged  in  the  manufacture,  cor- 
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reeling,  and  repairing  of  stereotype  plates;  to  advise  and  supervise  workmen; 
to  keep  records  of  work ;  and  to  perform  related  work  as  required. 

Elxamples :  Sapervlslng  the  making  of  stereotype  plates,  the  finishing  of  elec- 
trotype and  stereotype  plates,  and  the  molding  of  electrotype  plates. 

Qualifications: 

Ck>mmon-school  education ;  at  least  five  years'  experience  as  Journeyman  elec> 
trotyper  or  stereotyi)er,  preferably  in  the  Crovemment  Printing  Office ;  ability  to 
keep  ordinary  records;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Blectrotyper-Flnisher  in  Charge;  Electrotyper  In  Charge;  Stereotyper 

in  Charge. 
To :  For^an,jP>Q|rtJdry  Section— O.  P.  O, 

^      ^  Compensation  for  Class 


Hourly:  $1.10' 


Trrus  of  Class: 

FOREMAN,  FOUNDRY  SECnON--6.  P.  0. 

Specifications  of  Class  70^ 

Duties:  ^^ 

Under  the  direction  of  the  Superintendent  of  Printing,  to  supervise  the 
manufacturing  of  electrotype  and  stereotype  plates,  whidi  includes  molding, 
casting  and  finishing;  to  supervise  the  repairing  and  correcting  of  all  electro- 
type and  stereotype  plates;  to  make  recommendations  and  reports;  to  instruct 
employees  of  the  section ;  and  to  perform  related  work  as  required. 

QnaHfioitions: 

Common-school  education;  at  least  six  years*  experience  as  a  Journeyman 
electrotyper  or  stereotyper,  preferably  in  the  Government  Pilnting  Office; 
and  supervisory  ability. 

Principal  lines  of  Piomotion 

From :  Assistant  Foreman,  Foundry  Section — Q.  P.  O. ;  Electrotyper  in  Charge — 
6.  P.  O. ;  Electrotyper-Finlsher  in  Charge — G.  P.  O ;  Stereotyper  in  Chaiv^— 
G.  P.  O.        /. 

-m^^  Compensation  for  Qass 

^^^^^  * 

Annual:  |3300 


ENGRAVING 


TrruB  or  Ciass  : 

APPRENTICE  STEEL  ENGRAVER 

Specifications  of  Class  7()A 

Duties:  ^ 

Under  Immediate  supervision  of  a  Supervisor,  Letter  or  Bank  Note  En- 
graving Section,  to  learn  the  art  and  practice  of  intaglio  steel  bank  note  letter 
or  picture  engraving ;  to  restore  and  repair  portions  of  altered  <or  defective 
work;  to  study  and  practice  steel  engraving  and  drawing;  and  to  perform 
related  work  as  required. 

Qualifications: ' 

Training  equivalent  to  that  represented  by  graduation  from  a  high  school  or 
art  institute;  demonstrated  ability  in  free-hand  drawing  and  art  expression, 
with  related  mechanical  aptitude;  normal  eyesight;  patience;  accuracy  and 
int^rlty. 
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PilaciiMil  Linefl  of  PiOBOtkiii 

To:  JuQlor  Steel  Engraver  (Square  Lettering) ;  Junior  Steel  Bngraver  (Script 
Lettering) ;  Junior  Steel  Engraver  (Ornaments) ;  Junior  Steel  Engraver 
(Vignettes) ;  Junior  Steel  Engraver  (Portraits). 

Compensatioa  for  Class 


Tttlk  ot  Olass  : 

JUNIOR  STEEL  ENGRAVER  (SQUARE  LETTERING) 

Spedflcations  of  Class  AMU/XO 

Duties:  ^SEW 

Under  immediate  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies 
or  plates,  square  lettering  of  simplified  character,  used  in  the  productioii  of 
€U>vemment  paper  securities  and  certificates ;  to  restore,  repair,  or  make  addi- 
tions to  worn,  defective,  or  altered  dies  and  plates;  and  to  perform  rested 
work  as  required. 

Q1la]ificatloll8:^ 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
from  an  art  institute;  not  less  than  four  years*  practical  experience  as  an 
Apprentice  Engraver,  preferably  in  the  steel  bank  note  production  Industry; 
proven  skill  and  dexterity  in  the  use  of  engraving  instruments,  includlns  ruling 
machines;  and  good  eyesight 

Pvindpal  Lines  of  Pionotiai 

From:  Apprentice  Steel  Engraver. 

To:  Master  Steel  Engraver  (Square  Lettering). 

Compensation  for  Qass 

Annual :  $228(>-$240(X425WHiS»40 


TrruBOF  Glass: 

JUNIOR  STEEL  ENGRAVER  (SCRIPT  LETTERING) 

Spedflcatlons  of  Class  ^JfkQ  '^^  ^ 

Duties:  -  /         / 

^  Under  immediate  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies 
or  plates,  script  lettering  of  simplified  character,  used  in  the  production  of 
Government  paper  securities  and  certifieates;  to  restore,  repair,  or  make  addi- 
tions to  worn,  defective,  or  altered  dies  and  plates;  and  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  Mgli  school  or 
from  an  art  institute;  not  less  than  four  years*  practical  experience  as  an 
Apprentice  Enifraver,  preferably  in  the  steel  bank  note  production  industry; 
proven  skill  and  dexterity  in  the  use  of  engraving  instruments ;  and  good  ^e- 
si«^t. 

Principal  lines  of  Promoti«n 

From :  Apprentiee  Steel  Engraver. 

To:  Master  Steel  Engraver  (Script  Lettering). 

Compensation  for  Qass 

Annual:  $2280-^2400-^2520^2640 
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Tms  OF  Glass: 

JUNIOR  STEEL  ENGRAVER  (ORNAMENTS) 

Spadllcatkns  of  Gam  H^d^ 

Duties:  ^^1^ 

Under  immediate  saperrlsion,  to  draw  and  engrave  in  intaglio  on  steel  dies 
or  plates,  ornamental  designs  of  simplified  character,  used  in  the  prodnctlott 
of  Government  paper  securities  and  certificates;  to  restore,  repair,  or  make 
additions  to  worn,  defective,  or  altered  dies  and  plates;  and  to  perform 
related  work  as  required. 

QnattScatloiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiool  or 
from  an  art  institute;  not  less  than  four  years'  practical  experience  as  an  Ap- 
prentice 4BAgraver^  preferably  in  the  steel  bank  note  production  industry; 
proven  skill  aJiiLllezterily  in  the  use  of  encravlAg  instruments;  and  good  eye- 

Principal  Unas  «l  Pionotien 

Fn»n :  Apprentice  Steel  Engraver. 

To:  Master  Steel  Engraver  (Ornaments). 

Compensation  for  Class 

Annual:  $228<M2400-¥252O-92640 


TnuE  or  Ciass: 

JUNIOR  STEEL  ENGRAVER  (VIGNEITES) 

Specifications  of  Class  *)^9      7 1  '{ 

Duties:  *^^       *  ^  '^ 

Under  immediate  supervision,  to  draw  and  engrave  in  intagUe  on  steel  dies 
or  plates,  vignettes  of  simplified  character,  used  in  the  production  of  Govern- 
ment paper  securities  and  certificates;  to  restore,  repair,  or  make  additions  to 
worn,  defective,  or  altered  dies  and  plates;  and  to  perform  related  work  as 
required. 

(toafifications: 

Training  equivalent  to  that  repsescnted  bs^  graduation  from  high  school  or 
frem  an  art  institute;  not  less  than  four  years'  practical  experience  as  an  Ap* 
prentice  Engraver,  preferably  in  the  steel  bank  note  production  industry; 
proven  skill  a^A^amitetity  in  the  use  of  engraving  instruments;  and  good  eye- 
sight. ^>P*^ 

Principal  Unas  of  Promotion 

ITrom :  Apprentice  Steel  Engraver. 

TO:  Master  Steel  Engraver  (Vignettes). 

GanpMisalion  for  Class 

Annual:  S228(M240(M2520-92640 


TnxB  or  Oulss  : 

JUNIOR  STKBL  ENGRAVER  (PORTRAITS) 

Specifications  of  Class  C^4c2      •  J.  4 


Duties: 

Under  immediate  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies 
or  plates,  portraits  of  simplified  character,  used  in  the  production  of  Ctovem- 
m^t  paper  securities  and  certificates ;  to  restore,  repair,  or  make  additions  to 
worn,  defective,  or  altered  dies  and  plates ;  and  to  perform  related  work  as  re- 
quired. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  hi£^  school  or 
from  an  art  institute;  not  less  than  four  years'  practical  experience  as  an 
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Apprentice  Engraver,  preferably  in  the  steel  bank  note  production  industry; 
proven  skill  and  dexterity  In  the  use  of  engraving  instruments';  and  good  eye- 
sight 

«  _  ^'^         Prineipal  Lines  of  Promotion 

From :  Apprentica  Steel  Engraver. 
To:  Master  Steel  Engraver  (Portraits). 

Compensatkni  for  Class 

Annual:  $2280-$240a-$252O-$2640 


TiTLx  OF  Glass  :  ** 

MASTER  STEEL  ENGRAVER  (SQUARE  LETTERING) 

Spedficatioms  of  Class  %1H      7 1  5 

Duties:  *^^^ 

Under  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies  and  plates, 
square  lettering  used  in  the  production  of  Government  paper  securities  and 
certificates ;  to  restore,  repair,  or  make  additions  to  worn,  defective,  or  altered 
dies  and  plates ;  and  to  perform  related  work  as  required. 

QnaMcatioiis: 

Training  equivalent,  to  that  represented  by  graduation  from  high  school  or 
an  art  institute;  not  less  than  eight  years'  experience  in  the  bank  note  pro- 
duction industry,  of  which  at  least  four  years  shall  have  been  spent  in  work  of 
the  grade  of  Junior  Steel  Engraver ;  proven  ability,  art  perception,  and  skill  in 
square  letter  engraving  and  design;  and  ability  expertly  to  operate  ruling 
machines.  ^ 

«•  Principal  Lines  of  Promotion 

From:  Junior  Steel  Engraver  (Square  Lettering). 
To:  Senior  Steel  Engraver  (Square  Lettering). 

Compensation  for  Class 

Annual :  $276(M2880-$3000-43120-$8240. 


TnuB  or  Glass: 

BfASTER  ST]S£L  ENGRAVER  (SCRIPT  LETTERING) 

Spedflcations  of  Class  1M0     7 1  (l 

Duties: 

Under  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies  and  plates, 
script  lettering  used  in  the  production  of  Government  paper  securities  and 
certificates ;  to  restore,  repair,  or  make  additions  to  worn,  defective,  or  altered 
dies  and  plates ;  and  to  perform  related  work  as  required. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
or  an  art  institute;  not  less  than  eight  years'  experience  in  the  bank  note 
production  industry,  of  which  at  least  four  years  shall  have  been  spent  in 
work  of  the  grade  of  Junior  Steel  Engraver ;  proven  ability,  art  perc^tion,  and 
skill  in  script  letter  engraving  and  design. 

Prineipal  Lines  of  Promotion 

From:  Junior  Steel  Engraver  (Script  Lettering). 
To:  Senior  Steel  Engraver  (Script  Lettering). 

Compensation  for  Class 

Annual:  $276(M2880-$dOOO-^120^240 
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Title  or  Glass: 

MASTER  STEEL  ENGRAVER  (ORNAMENTS) 

Spedllcatioiui  of  Class  Tli^       71  t 

Datiee:  "^"^ 

Under  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dleif  and  plates 
ornamental  designs  used  in  the  production  of  Government  paper  securities 
and  certificates;  to  restore,  repair,  or  make  additions  to  worn,  defective,  or 
altered  dies  and  plates ;  and  to  perform  related  work  as  required. 


Training  eq^gulait  to  that  represented  by  graduation  ftom  high  school 
or  an  art  Inantut^;  not  less  than  eight  years'  experience  in  the  bank  note 
production  industry,  of  which  at  least  four  years  shall  have  been  spent  in  work 
of  the  grade  of  Junior  Steel  Engraver;  proven  ability,  art  perception,  and 
skill  in  ornamaAtal  engraving  and  design. 

Principal  Lines  of  Promotion 

From:  Junior  Steel  Engraver  (Ornaments). 
To:  Senior  Steel  Engraver  (Ornaments). 

Compensation  for  Class 

Annual :  $288O-$900(V4312O-$324O-$8860 


Trn£  OF  Glass  : 

MASTER  STEEL  ENGRAVER  (yiGNEITES) 

SpedllcatioBfl  of  Class  1^!^        71 8 

Under  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies  and  plates, 
vignettes  used  in  the  production  of  Government  paper  securities  and  certifi- 
cates; to  restore,  repair,  or  make  additions  to  worn,  defective,  or  altered  dies 
and  plates ;  and  to  perform  related  work  as  required. 

Qualillcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
an  art  institute ;  not  less  than  eight  years'  experience  in  the  bank  note  produc- 
tion industry,  of  which  at  least  four  years  shall  have  been  spent  in  work  of 
the  grade  of  Junior  Steel  Engraver;  proven  ability,  art  perception,  and  skill 
in  vignette  en^avinc  and  design. 

sm^      Principal  Lines  of  Promotion 

From:  Junior  Steel  Engraver  (Vignettes). 
To:  Sailor  Steel  Engraver  (Vignettes). 

Compensation  for  Qass 

Annual:  $2880-^3000-^3120^240-18360 


TinjB  OF  CiASS : 

MASTER  STEEL  ENGRAVER  (PORTRAITS) 

Spcciflcationfl  of  Class  l^>!i(5      71 !) 

Under  supervision,  to  draw  and  engrave  in  intaglio  on  steel  dies  and  plates, 
portraits  used  in  the  production  of  Government  paper  securities  and  certifi- 
cates; to  restore,  repair,  or  make  additions  to  worn,  defective,  or  altered  dies 
and  plates ;  and  to  perform  related  work  as  required. 

Qnattficntions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
an  art  institute ;  not  less  than  eight  years'  experience  in  the  bank  note  produc- 
tion industry,  of  which  at  least  four  years  shall  have  been  spent  In  work  of 
the  grade  of  Junior  Steel  Engraver;  proven  ability,  art  perception,  and  skill 
in  picture  engraving  and  design. 
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Principal  Lines  of  Promotion 

Prom:  Junior  Steel  Engraver  (Portraits). 

To:  Senior  St^li^ngraver  (Portraits). 
*       • 

Compensation  for  Class 

Annual:  $324O-|3Se(>-$d48a-^e0O 


Title  of  CiJkss : 

SENIOR  STEEL  ENGRAVER  (SQUARE  LETTERING)^ 

Specifications  of  Class  i/jM        720 

Duties: 

Under  general  supervision,  to  design,  draw,  and  engrave  in  intaglio  on  steel 
dies  and  plates,  square  lettering  of  the  most  difficult  and  advanced  character, 
used  in  the  production  of  Government  paper  securities  and  certificates;  to 
restore  and  repair  worn,  defective,  or  altered  dies  and  plates ;  and  to  perform 
related  work  as  required. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
an  art  Institute ;  not  less  than  twelve  years*  practical  experience  as  an  engrayer, 
of  which  at  least  four  years  shall  have  been  spent  as  a  Master  Steel  Ehifpntver 
(Square  Lettering) ;  proven  ability  expertly  to  perform  the  most  difficult  and 
exacting  square  letter  engraving  work  Involved  in  bank  note  and  paper  secnrity 
production ;  exceptional  artistic  ability  and  perception. 

^    Principal  Lines  of  Promotion 

From:  Master  Steel  ^Engraver  (Square  Lettering). 

To:  Supervisor,  Bank  Note  Letter  Engraving  Section,  B.  E.  &  P.;  Assistant 

Superintendent,  Bank  Note  Engraving  Division,  B.  E.  &  P. ;  Distributor  Steel 

Dies,  Rolls  and  Plates,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $3240-$8d60^$3480-$3600 


TrruB  ov  Class  : 

SENIOR  STEEL  ENGRAVER  (SCRIPT  LETTERING) 

Specifications  of  Class  fltttf       721 

Duties:  ^^^ 

Under  general  supervision  to  design,  draw,  and  engrave  In  intaglio  on  steel 
dies  and  plates,  script  lettering  of  the  most  difficult  and  advanced  character, 
used  In  the  production  of  Government  paper  securities  and  certificates;  to 
restore  and  repair  worn,  defective,  or  altered  dies  and  plates;  and  to  perform 
related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or  an 
art  Institute;  not  less  than  twelve  years*  practical  exp^ence  as  an  engraver, 
of  which  at  least  four  years  shall  have  been  spent  as  a  Master  Steel  Engraver 
(Script  Lettering) ;  proven  ability  expertly  to  perform  the  most  difficult  and 
exacting  script  letter  engraving  work  Involved  in  bank  note  and  paper  secnrtty 
production ;  exceptional  artistic  ability  and  perc^tion. 

Principal  Lines  of  Promotion 

From:  Master  Steel  Engraver  (Script  Lettering). 

To:  Supervisor,  Bank  Note  Letter  Engraving  Section,  B.  E.  &  P.;  Assistant 

Superintendent,  Bank  Note  Engraving  Division,  B.  E.  &  P. ;  Distributor  Steel 

Dies,  Rolls  and  Plates,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $330(>4842a-$3540-$3660-$3780 
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Title  or  Glass: 

SENIOR  STEEL  ENGRAVER  (ORNAMENTS) 

Spadllcatioiis  of  Cbun  ¥^S^      i  c2t 

Duties: 

Under  general  supervision,  to  desiii^n,  draw,  and  engrave  in  Intaglio  on  steel 
dies  and  plates»  ornamental  designs  of  the  most  difflcnlt  and  advanced  character, 
used  in  the  production  of  Government  paper  securities  and  certificates;  to  re- 
store and  repair  worn,  defective,  or  altered  dies  and  plates;  and  to  perform 
related  work  as  required. 

Qualificatioiui^. 

Training  eqfuvalent  to  that  represented  by  graduation  from  high  school  or 
an  art  institute;  not  less  than  12  years'  practical  experience  as  an  engraver, 
of  whldi  at  least  4  years  shall  have  been  spent  as  a  Master  Steel  Bi^raver 
(Ornaments) ;  proven  abili^  expertly  to  perfbrm  the  most  difBcnlt  and  exact- 
ing ornamental  engraving  work  involved  in  bank  note  and  paper  security  pro- 
duction ;  exceptional  artistic  ability  and  perception. 

Principal  Lines  of  Promotion 

From:  Master  Steel  Engraver  (Ornaments). 

To:  Supervisor,  Bank  Note  Picture  Engraving  Section,  B.  E.  &  P.;  Assistant 

Superintendent,  Bank  Note  E3ngraving  Division,  B.  E.  &  P. ;  Distributor  Steel 

Dies,  Rolls  and  Pl&tes— B.  E.  &  P. 

*  ^.  •'  Compensation  for  Qass 

Annual:  $88a(>^43%2a-¥8540-|3660-|3780 


Title  of  Class  : 

SENIOR  STEEL  ENGRAVER  (VIGNETTES) 

Specifications  of  Class  1^%!^      723 

Under  general  supervision,  to  design,  draw,  and  engrave  in  intaglio  on  steel 
dies  and  plates,  vignettes  of  the  most  difficult  and  advanced  cliaracter^  used  in 
the  iHToduction  of  Government  paper  securities  and  certificates ;  to  restore  and 
repair  worn,  defective,  or  altered  dies  and  plates;  and  to  perform  related 
work  as  required. 

QnaMcatiiMui:     ^^ 

Training  ^flMS^  ^  ^^^  represented  by  graduation  from  high  school  or 
an  art  InstltufeTlR  less  than  12  years'  practical  experience  as  an  engraver, 
of  which  at  least  4  years  shall  have  been  spent  as  a  Master  Steel  Engraver 
(Vignettes) ;  proven  ability  expertly  to  perform  the  most  difficult  and  exacting 
vignette  engraving  work  involved  in  bank  note  and  security  production;  ex- 
oeptional  artistic  ability  and  perception. 

Prindpnl  Lines  of  Promotion 

From:  Master  Steel  Engraver  (Vignettes). 

To:  Supervisor,  Bank  Note  Picture  Engraving  Section,  B.  E.  &  P.;  Assistant 

Superintendent,  Bank  Note  Engraving  Division,  B.  E.  &  P. ;  Distributor  Steel 

Dies,  Bolls  and  Plates,  B.  B.  &  P. 

Compensation  for  Class 

Annual:  $a42(H3S}^0-|366(>-|378O-|39OO 

Tnxs  or  Ciass  : 

SENIOR  STEEL  ENGRAVER  (PORTRAITS) 

^^  Specification,  of  Class  "^^       724 

Under  general  supervision,  to  design,  draw,  and  engrave  in  intaglio  on  steel 
dies  and  plates,  portraits  of  the  most  difficult  and  advanced  character,  used  in 
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the  production  of  Government  paper  securities  and  certificates ;  to  restore  and 
repair  worn,  defective,  or  altered  dies  and  plates;  and  to  perform  related  work 
as  required.       ^     « 

QualificationsK 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
an  art  institute;  not  less  than  12  years*  practical  experience  as  an  ea* 
graver,  of  which  at  least  four  years  shall  have  been  spent  as  a  Master  Steel 
Engraver  (Portraits) ;  proven  ability  expertly  to  perform  the  most  difficult 
and  exacting  engraving  work  involved  in  bank  note  and  security  production; 
exceptional  artistic  ability  and  perception. 

Principal  Lines  of  Promotion 

Prom:  Master  Steel  Engraver  (Portraits). 

To:  Supervisor,  Bank  Note  Picture  Engraving  Section,  B.  E.  &  P.;  Aissistant 

Superintendent,  Bank  Note  Engraving  Division,  B.  E.  &  P.,  Distributor  Steel 

Dies,  Rolls  and  Plates,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $4800-^980-^5160-$5340-$5520 


Title  of  Oiass  : 

SUPERVISOR,  BANK  NOTE  LETTER  ENGRAVING  SECTION;  B.  E.  &F. 

Specifications  of  Class  *2^Se1        i^<) 

Duties:  •^^^^ 

Under  the  direction  of  the  Assistant  Superintendent  of  the  Bank  Note  En- 
graving Division,  Bureau  of  Engraving  and  Printing,  to  immediately  supervise 
the  work  of  engraving,  and  personally  to  engrave,  lettering  upon  steel  dies 
and  plates  used  in  the  production  of  Government  paper  securities  and  certifi- 
cates by  the  Bureau  of  Engraving  and  Printing;  to  distribute  work  to  em- 
ployees; to  instruct  and  aid  employees  engaged  in  engraving  letters;  to  In- 
spect, revise  and  correct  their  work ;  to  lay  out  new  work ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or  an 
art  institute;  at  least  12  years'  practical  experience  as  a  steel  bank  note  letter 
engraver  In  the  art,  practice  and  production  methods  of  the  bank  note  Industry ; 
thorough  knowledge  of  the  construction  and  drafting  of  the  various  alphabets; 
inventive  skill  In  designing ;  exactness ;  manual  dexterity  in  the  use  of  engrav- 
ing instruments;  familiarity  with  the  construction  and  operation  of  ruling 
machines;  patience;  good  eyesight 

Principal  Lines  of  Promotion 

From:   Senior   Steel   Engraver    (Square   Lettering);   Senior  Steel  Bngraver 

(Script  Lettering). 
To:   Assistant   Superintendent,  Bank  Note  Engraving  Division,  B.  B.  &  P. 

Compensation  for  Class 


Tttlb  ot  Class: 

SUPERVISOR,  BANK  NOTE  PICTURE  ENGRAVING  SECTION,  B.  K  A  P, 

Specifications  of  Claas  7SC       ^ ^  ^^ 

Duties: 

Under  direction  of  the  Superintendent  of  the  Bank  Note  Engraving  Diviaion, 
Bureau  of  Engraving  and  Printing,  to  assign  and  supervise  the  engraving  of, 
and  personally  to  engrave,  portraits,  figures,  landscapes,  and  ornamental  designs 
on  steel  plates  and  dies ;  to  instruct  and  to  correct  the  work  of  other  employees 
engaged  in  picture  engraving;  to  make  recommendations  relating  to  the  sub- 
jects and  treatment  of  new  designs  and  drawings;  and  to  advise  in  the  selec- 


RECLASSIFIOATIOir  COMMISSION  REPORT — ^PART  XL  851 

tion  of  artists  to  perform  such  work;  to  make  recommendations  and  reports; 
and  to  perform  other  related  supervisory  and  technical  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
with  extensive  art  training;  at  least  12  years*  practical  experience  In,  and 
thorough  technical  knowledge  of  picture  engraving  on  steel;  comprehensive 
knowledge  of  the  history  and  practice  of  picture  engraving  as  applied  to  the 
production  of  steel  engraved,  transferred  and  plate  printed  paper  securities 
and  certificates;  familiarity  with  the  graphic  arts  as  applied  to  the  bank-note 
industry;  discriminating  art  perception  and  facility  in  manual  expression; 
and  supervisory  ability. 

Prindpal  Lines  of  Promotion 

From:  Senior  Steel  Engraver  (Portraits)  ;  Senior  Steel  Engraver  (Vignettes) ; 

Senior  Steel  Engraver  (Ornaments). 
To:  Assistant  Superintendent,  Bank  Note  Engraving  Division — B.  B.  &  P. 

Compensation  for  Class 


Title  of  Class  : 

ASSISTANT   SyPCRINTENDENT,   BANK  NOTE   ENGRAVING   DIVI- 
SION, B.  E.  &  P.  nO'V 

Specifications  of  Class  T^SC 

To  assist  the  Superintendent  of  the  Bank  Note  Engraving  Division,  Bureau 
of  Engraving  and  Printing,  in  supervising  the  designing,  engraving,  and  pro- 
duction of  all  metal  dies,  rolls  and  plates  from  which  Government  paper  money, 
bonds,  stamps  and  other  securities  and  certificates  are  printed ;  to  have  imme- 
diate supervision  over  the  personnel  of  sections  of  the  division  assigned;  to 
make  reports  and  recommendations  to  the  Superintendent  and  to  act  for  him 
in  his  absence ;  and  to  perform  other  related  w^ork. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school 
with  supplementary  art  instruction;  practical  experience  as  a  master  steel 
engraver,  including  at  least  12  years'  broad  technical  experience  in  the  bank 
note  production  industry ;  comprehensive  knowledge  of  the  technical  processes 
involved  in  the  work  of  the  Bank  Note  Engraving  Division;  good  judgment; 
supervisory  ability ;  keen  art  perception ;  and  familiarity  with  modem  methods 
of  office  management. 

Prindpal  Lines  of  Promotion 

From:  Supervisor,  Bank  Note  Picture  Engraving  Section,  B.  E.  &  P.;  Super- 
visor, Bank  Note  Letter  Engraving  Section,  B.  E.  ft  P. 
To:  Superintendent,  Bank  Note  Engraving  Division,  B.  E.  &  P. 

.  ^  Compensation  for  Class 


TiTLB  or  Class: 

SUPERINTENDENT,  BANK  NOTE  ENGRAVING  DIVISION,  B.  E.  ft  P. 

Specifications  of  Class  ^JM^       728 


Under  the  general  direction  of  the  Assistant  Director  of  the  Bureau  of  En- 
graving and  Printing,  to  supervise  and  be  responsible  for  the  designing,  engrav- 
ing and  other  processes  used  in  the  production  of  metal  dies,  rolls  and  plates 
from  which  Grovemment  paper  money,  bonds,  stamps  and  other  securltie^t  and 
certiflcates  are  printed ;  to  direct  the  personnel  of  the  division ;  to  make  reports 
and  recommendations ;  and  to  perform  other  related  work. 
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Qnalilleatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  with 
supplementary  art  instruction ;  practical  experience  as  a  master  steel  engraTer, 
inclading  at  least  12  years'  broad,  technical  experience  in  the  bank  note  pro- 
duction industry ;  broad  knowledge  of  the  history,  practice  and  ai^lication  of 
art  and  of  the  elements  necessary  for  protection  against  counterfeiting  in  the 
production  of  steel  engraved,  transferred  and  plate  printed  paper  securities  of 
the  United  States  Government;  originality  in  artistic  design;  aesthetic  judg- 
ment; familiarity  with  modem  methods  of  allied  graphic  arts;  and  adminis- 
trative ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent,  Bank  Note  ESngraving  Division,  B.  E.  &  P. 
To :  Director,  B.  E.  &  P. ;  Manager  of  Work,  B.  E  &  P. 

Compensation  for  Class 


Title  of  Glass  : 

APPRENTICE  COPPER  PLATE  ENGRAVER 

Specifications  of  Class  ^T^fi^        79 <) 

Duties:  •^^^         *  ^ ' 

Under  immeMlte  supervision,  to  learn  copper  plate  map  and  nautical  diart 
engraving ;  to'  practice  engraving  and  perform  simple  engraving  work ;  and  to 
perform  related  work  as  required. 

Qnalificatlons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  con- 
siderable training  in  sketching  and  free-hand  drawing;  mechanical  skill;  and 
manual  dexterity  in  the  use  of  engraving  instmm^its. 

Principal  Lines  of  Promotion 

To :  Junior  Copper  Plate  Engraver. 

Compensation  for  Class 


rj'o 


Name  ot  Gbou^^of  Classes  : 

JUNIOR  COPPER  PLATE  ENGRAVER 

Titles  of  Typical  Classes  in  Gboup  : 

Junior  Copper  Plate  Engraver  (Maps) 

Junior  Copper  Plate  Engraver  (Nautical  Charts) 

Specifications  of  Classes  In  Group  Ifvfj   ^ OV 

Dntfes: 

Under  supervision,  to  engrave  on  copper  plates,  topographical  or  other  maps 
or  nautical  charts ;  to  restore,  alter  or  repair  defective  or  worn  plates ;  and  to 
perform  related  work  as  required. 

Examples :  Engraving  Coast  and  Geodetic  Survey  charts  of  the  United  States 
and  its  possessions;  engraving  mariners*  charts  fkt>m  intemationaUy  collected 
Hata;  engraving  geological  or  topographic  maps  from  data  gathered  from  the 
surveys. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or  an 
art  institute;  not  less  than  four  years*  apprenticeship  in  copper  plate  engraving; 
proven  skill  and  dexterity  in  the  use  of  engraving  instruments ;  and  good  eye- 
sight 
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Spedal  Qaalificatioiifl: 

For  each  class  in  the  ipronp,  skill  and  aptitude  in  a  branch  of  copper  plate 
engraving,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotiai 

From :  Apprentice  Copper  Plate  Engraver. 
To:  Master  Copper  Plate  Engraver. 

Compensation  for  Classes  in  Group 

Annual:  $144O-^1660-$1680-$1800 


Naice  of  Gbottp  or  Classes  : 

MASTER  COPPER  PLATE  ENGRAVER 

Titles  of  Typical  Classes  or  Gaoup : 

Master  Copper  Plate  Engraver  (Maps)  731. 

Master  Copper  Plate  Bsgraver  (Nautical  Charts) 

Specifications  of  Classes  in  Gronp 


Tm 


Dntiefl: 

Under  supervision,  to  engrave  on  copper  plates,  topographical  or  other  maps 
or  nautical  charts,  the  execution  of  which  is  of  a  difficult  nature;  to  restore, 
alter  or  repair  defective  or  worn  plates;  and  to  perform  related  work  as  re- 
quired. ^ 

Ehmmples:  fingraving  topographic  maps  of  intricate  configuration;  engrav- 
ing difficult  Coast  and  Geodetic  Survey  or  nautical  charts,  involving  elements 
of  vital  accuracy  to  mariners. 

Common  QnalificatlonB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or  an 
art  institute ;  not  less  than  eight  years'  practical  experience  in  map  or  chart  pro- 
duction, of  which  at  least  four  years  shall  have  been  spent  as  a  Junior  Copper 
Plate  Engraver;  art  perception  and  siciU  In  design;  and  ability  to  operate  ruling 
machlnea 

Special  Qualifications: 

For  each  class  in  the  group,  special  sldll  and  proven  ability  in  a  branch  of 
copper  plate  engraving,  as  indicated  by  the  title  of  that  class. 

Principal  lines  of  Promotion 

From :  Junior  Copper  Plate  Engraver. 
To :  Senior  Copper  Plate  Engraver. 

Compensation  for  Claases  in  Gronp 

Annual:  |2040-92160-|2280-42400 


Nauk  of  GftOTJP  .OF  Classss  : 

SENIOR  COPPER  PLATE  ENGRAVER 

TnxEs  OF  Typical  Classes  in  Gbotjp: 

Senior  Copper  Plate  Engraver  (Maps)  w&^ 

Senior  Coppev  Plate  Engraver  (Nautical  Clurta) 

Spedfications  of  Classes  in  Gronp  4  fj  ^ 

Duties: 

Coder  general  supervision,  to  engrave  on  copper  plates,  topographical  or 
other  maps,  or  nautical  charts  of  the  most  difficult  and  advanced  character ;  to 
alter  or  repair  defective  or  worn  plates;  and  to  perform  related  work  as 
required. 

Examples:  Engraving  involved  topographic  or  hydrographic  details  such  as 
shore  lines,  marshes,  contours,  rivers,  cities,  reef^,  rocks,  aids  to  navigation, 
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etc.;  performing  expert  lettering  worlc  in  connection  with  notes,  titles,  com- 
passes, and  scales. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
an  art  institute;  not  less  than  12  years*  practical  experioice  as  an  engraver, 
at  least  four  years  of  which  shall  have  been  spent  as  a  Master  Copper  Plate 
Engraver;  proven  ability  expertly  to  perform  the  most  difficult  and  exacting 
engraving  work  Involved  In  map  or  chart  production ;  exceptional  artistic  ability 
and  perception. 

Special  Qualifications: 

For  each  class  in  the  group,  exceptional  skill  and  ability  in  a  branch  of 
copper  plate  engraving,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Master  Copper  Plate  Engraver. 

To :  Assistant  Chief  Nautical  Chart  Engraver ;  Assistajit  Foreman,  Copper  Plate 
Map  Engraving  (Geological  Survey). 

Compensation  for  Claaoes  in  Group 

Annual:  $2520-^2640^2700-12880 


Title  of  Class  : 

ASSISTANT  CHIEF  NAUTICAL  CHART  ENGRAVER 

Speeificatioiui  of  CIttM  ^hBs2        7Sr) 

Duties:  "^^      ^•^P 

Under  direction  of  the  Chief  Nautical  Chart  Engraver,  to  supervise  the  prepa- 
ration and  production  of  engraved  copper  plates,  used  in  the  production  of 
nautical  charts;  to  personally  engrave  copper  plate  charts;  to  act  tor  the 
Chief  Engraver  In  bis  absence,  and  perform  other  related  work. 

Examples:  Supervising  the  engraving  of  Coast  and  Geodetic  Survey  charts 
of  the  United  States  and  its  possessions;  supervising  the  engraving  of  marine 
charts  from  internationally  collected  data. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
tensive successful  experience  in  practical  nautical  chart  engraving;  technical 
knowledge  of  chart  construction,  delineation  and  production ;  accuracy  and  ex- 
actness ;  manual  dexterity  in  the  use  of  engraving  tools ;  familiarity  with  the 
construction  and  operation  of  ruling  machines;  good  eyesight;  and  supervisory 
ability. 

Principal  Lines  of  Promotion 


From:  Senior  Copper  Plate  Engraver  (Nautical  Charts). 
To :  Chief  Nautical  Chart  Engraver. 

Compensation  for  Class 

Annual:  |3000 


Title  of  Class  : 

CHIEF  NAUTICAt  CHART  ENGRAVER 

%     Specifications  of  Class  ^0^     '^'^  J. 

Duties:  ^^      <  «>  •+ 

Under  direction  of  the  Chief  of  Division,  to  supervise  the  assignment,  prepa- 
ration, engraving  and  electrotyping  of  all  copper  plates  from  which  nautical 
charts  or  other  graphic  matter  are  made  in  the  engraving  departments  of  the 
Coast  and  Geodetic  Survey,  Department  of  Commerce,  or  the  HydrograpWc 
Office  of  the  Navy  Department;  to  direct  the  personnel;  to  make  reports:  to 
keep  records  of  work  and  cost  of  production;  to  have  custody  of  all  copper 
plates;  to  correct,  alter,  repair,  transfer  and  verify  all  copper  plates;  to  de- 
•len  miscellaneous  work ;  and  fo  i»errorm  r»tlier  related  work. 
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Examples :  Superintending  the  preparation  and  engraving  of  all  geo4letlc', 
mast  .survey  and  marine  navigational  charts  produced  by  the  Hydrographic 
Office  of  the  United  States  Navy  or  the  Coast  and  Geodetic  Sur>'ey,  United 
States  Department  of  Commerce. 

Qaalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
extensive  successful  experience  as  a  nautical  chart  engraver,  part  of  which 
shall  have  been  spent  in  a  supervisory  position  in  the  Oovernment  service; 
technical  experience  in  the  production  of  nautical  charts;  familiarity  with 
modern  engraving  and  reprwluction  processes  and  press  work ;  art  perception ; 
and  supervisory  ability. 

Principal  lAnm  of  Promotion 

From :  Assistant  Chief  Nautical  Chart  Engraver. 

..«  Compensation  for  ClasB 

Annual:  $3900 

TiTL£  OF  Class  : 

ASSISTANT   FOREMAN,   COPPER   PLATE   MAP   ENGRAVING   (GEO- 
LOGICAL  SURVEY) 

Duties:  Specifications  of  Cla«i  ^^       735 

To  assist  the  Foreman,  Copper  Plate  Map  Engraving,  In  the  supervision  of  the 
engraving  on  copper  plates  of  topographic  maps  In  the  United  States  Geological 
Survey;  to  personally  engrave  maps;  to  act  for  the  Chief  Copper  Plate  Map 
Engraver  in  his  absence,  and  perform  related  work.  « 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  at 
leaKt  five  years*  practical  experience  as  a  master  craftsman  in  the  engraving 
of  copper  plate,  maps  or  charts ;  knowledge  of  various  styles  of  alphabets  and 
their  construction  and  of  symbollzation  used  In  map  and  chart  construction; 
manual  dexterity  with  engraving  tools;  knowledge  of  ruling  and  other  ma- 
chines used  in  map  delineation  on  copper  plates;  good  eyesight;  patience;  ex- 
actness and  diligence ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Copper  Plate  Engraver  (Maps). 

To:  Foreman,  Copper  Plate  Map  Engraving  (Geological  Survey). 

Compensation  for  Class 

Annual:  f(3000. 


Title  of  Ci^ass  : 

FOREMAN,  COPPER  PLATE  MAP  ENGRAVING  (GEOLOGICAL  SUR- 
VEY) 
Dirties:  ""'  Spedficatiomi  of  Class  ^^        73(j 

Under  direction  of  the  Chief  Engraver  (Geological  Survey),  to  supervise  the 
engraving  on  copper  plates  of  topographic  maps  in  the  United  States  Geological 
Survey;  to  prepare  &nd  furnish  to  the  Chief  Engraver,  estimates  and  recom- 
mendations in  matters  affecting  the  personnel  and  work  under  his  direction ;  to 
instruct  and  correct  work  of  employees ;  to  personally  engrave  when  necessary, 
and  perform  other  related  work. 

Qnaliiications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
at  lea.st  six  years'  practical  experience  as  a  master  craftsman  in  the  engraving 
of  copper  plate  maps  or  charts ;  knowledge  of  various  styles  of  alphabets  and 
their  construction  and  of  symbollzation  used  in  map  and  chart  consitructlon ; 
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manual  dexterity  with  engraylng  tools;  knowledge  of  ruling  and  other  ma- 
chines used  in  map  delineation  on  copper  plates;  good  eyesight;  patience;  exact- 
ness and  diligence ;  supervisory  ability. 

Principal  Lines  of  Pfomotion 

From :  Assistant  Foreman,  Copper  Plate  Map  Engraving  (Geological  Survey). 
To:  Chief  Engraver  (Geological  Survey). 

Compensation  for  Class 
Annual:  |8900 


Title  of  Class: 

CHIEF  ENGRAVER  (GEOLOGICAL  SURVEY) 

D-«e,:  Spedfi«.tlon.  of  Cl.«  ^^^        737 

Under  direction  of  the  Director  of  the  Geological  Survey,  to  supervise  and 
be  responsible  for  the  preparation,  designing,  copper  plate  engraving,  printing, 
lithographic,  photographic,  and  other  reproductive  processes  used  in  the  produc- 
'  don  of  topographical  maps  and  other  graphic  matter ;  to  direct  the  personnel  of 
the  Division;  to  make  purchases  of  supplies  and  materials;  to  submit  esti- 
mates and  perfonn  work  for  other  Government  agencies;  to  make  reports  and 
recommendations';  to  make  assignments  and  appointments;  to  maintain  dis- 
cipline; and  to  perform  other  administrative  worl^ 

Examples:  Directing  sections  devoted  to  copper  plate  map  engraving,  pho- 
tography, lithography,  type  printing,  map  mounting  and  collating. 

Qualifications: 

Training  equfvalent  to  that  represented  by  graduation  from  high  school,  pref- 
erably vt^ith  supplementary  and  technical  school  Instruction;  at  least  ten 
years*  practical  experience  as  a  master  craftsman  in  the  production  of  topo- 
graphic maps  and  charts,  including  at  least  six  years'  service  in  the  United  States 
Geological  Survey ;  broad  knovt^ledge  of  modem  reproductive  graphic  processes 
Involved  in  map  and  chart  production;  administrative  abilities;  familiarity 
with  departmental  practice  and  procedure;  good  Judgment;  inventiveness  and 
originality  in  designing  and  perfection  of  processes;  and  capacity  to  direct  the 
work  of  large  forces  of  employees. 

Principal  Lines  of  Promotion 

From:  Foreman,  Copper  Plate  Map  Engraving  (Geological  Survey). 

Compensation  for  Class 

Annual:  $420O-f444O-$4680. 


Title  ot  Cla.ss: 

DESIGNER,  STEEL  ENGRAVED  AND  PLATE  PRINTED  PAPER  SE- 
CURITIES—B.  E.  &  P. 

D.t.«i:  Sp^meafon.  of  Cl«.  ^^       738 

Under  direction  of  the  Superintendent,  Bank  Note  Engraving  Dlvlaion, 
Bureau  of  Engraving  and  Printing,  to  prepare  original  designs  of  all  GoYcm- 
ment  securities  and  other  official  documents  to  be  engraved  on  metal  plates  for 
reproduction  by  steel  engraved  plate  printing,  typographic,  lithographic  or 
other  graphic  printing  methods. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
tensive training  in  art,  with  a  specialized  knowledge  of  intaglio  engraving  and 
plate  printing;  comprehensive  knowledge  and  practice  in  modem  methods  in 
the  graphic  arts  and  reproduction  Industries ;  familiarity  with  the  work  of  the 
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Bureau  of  Ensraylng  and  Printing;  artistic  facility  in  draftsmanship;  origi- 
nality in  composition,  and  the  evolvement  of  designs  for  paper  securities  that 
will  be  least  guscej^^ble  of  counterfeiting. 

""^^  *  Compensation  for  Class 

Annual:  |4500. 


Title  or  Class: 

DISTRIBUTOR,  STEEL  DIES,  ROLLS  AND  PLATES— B.  E.  ft  P. 

Specifications  of  Class  XSi)£        ^Oj^ 

Under  supervision  of  the  Superintendent  or  Assistant  Superintendent,  Bank 
Note  Engraving  Division,  Bureau  of  Engraving  and  Printing,  to  prepare  orders 
for  material  fdr  new  work ;  to  identify  and  collate  data  concerning  completed 
engraved  steel  dies,  rolls  and  plates  to  be  used  in  the  composition  of  new  work 
and  to  make  requisitions  for  such  upon  the  custodian  of  the  dies,  rolls,  and 
plate  vault ;  to  receive  and  assemble  dies,  rolls  and  plates ;  to  distribute  them 
to  engravers,  transferrers  and  plate  finishers  to  be  used  in  new  work,  and  to 
collect  and  return  them  to  the  vault  custodian  for  safe-keeping;  to  check  re- 
ceipt and  return  of  plates  to  the  Plate  Printing  Division  after  correction  or 
repair ;  and  to  perform  other  related  work. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
tended experience  jis  a  practical  steel  engraver,  engraved  steel  plate  transferrer, 
or  engraved  s^|i}'j;>late  finisher ;  familiarity  with  the  productive  operations  in- 
volved in  th^preparation  and  manufacture  of  steel  engraved  dies,  transferred 
rolls  and  plates  used  in  the  production  of  paper  securities  and  certificates; 
ability  to  distribute  work  equitably  and  effectively  for  production  purposes; 
knowledge  of  office  methods;  good  Judgment;  keen  perception  in  detecting 
errors  or  defects  in  the  work ;  integrity ;  and  good  eyesight. 

Pilneipal  Lines  of  Promotion 

From:  Engraved  Steel  Plate  Transferrer;   Engraved  Steel   Plate  Finisher; 
Senior  Steel  Engraver. 

Compensation  for  Class 
Hourly:  $O.0O-|O.9O. 


TrrLE  OF  Class: 

DIE  SINKER-ROUTER 

Specifications  of  Class  «%k£^rt    ^iLll 

Dnties:  7?W     *  ^^ 

(1)  As  a  Die  Sinker:  Under  supervision,  to  engrave  metal  dies  in  deep,  sculp- 
tured relief,  for  reproduction  by  die  stamping  press  methods  for  use  as  United 
States  seals,  medals,  insignia,  and  departmental  address  dies ;  and  to  perform 
related  work  as  required;  (2)  As  a  Router:  To  operate  a  power-driven 
revolving  cutter,  which  cuts  away  the  background  from  engraved  form  in  out- 
line, leaving  the  subject  matter  in  relief  for  use  in  surface,  or  other  forms  of 
printing ;  and  4yprform  related  work  as  required. 

Qualifications: 

Common-school  education,  with  training  in  mechanical  and  graphic  arts; 
not  less  than  four  years*  apprenticeship  as  a  die  sinker-router ;  skill  in  the  use 
of  engraving  and  routing  instruments ;  art  perception ;  good  eyesight ;  Judgment 
of  form ;  manual  dexterity ;  and  exactness. 

• 

Compensation  for  Class 

Hourly :  $1.10. 
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Title  of  Class  : 

GEOMETRIC  LATHE  OPERATOR 

.    Specifications  of  Class  ^1^     7  J.  1 

Duties:  •  t  X 

Under  supervision  of  the  Superintendent,  Banl£  Note  Engraving  Division, 
Bureau  of  Engraving  and  Printing,  to  plan  and  produce,  with  a  power-driven 
specially  designed  lathe,  intricate  geometric  and  cycloidic  designs  and  patterns 
in  intaglio,  on  steel  dies  used  for  ornamental  and  protective  purposes  in  the 
production  of  paper  money ^  honds  and  other  paper  securities;  to  assemble, 
alter  and  adjust,  pepalr,  operate,  and  maintain  a  geometric  lathe;  and  to  per- 
form related,  work  as  required. 

Qualifications: 

Common-school  education;  at  least  five  years*  practical  experience  as  a 
master  craftsman  in  the  production  of  steel  engraved  and  transferred  bank 
note  dies,  rolls  and  plates;  ability  to  evolve  patterns  combining  protective 
elements  with  artistic  designs;  exactness;  mechanical  ability;  expert  crafts- 
manship ;  and  knowledge  of  mathematics. 

Compensation  for  Class 

Hourly:  $1.10 


Title  of  Glass  : 

ENGRAVED  STEEL  DIE  AND  PLATE  PROYER 

Specifications  of  Class  P^U.    7  d  ^-^ 

Duties:  ^^     *  ^"^ 

Und^r  supervision  of  the  Foreman  of  the  Engraved  Steel  Die  and  Plate 
Proving  Section,  Bureau  of  Engraving  and  Printing,  to  make  proofs  of  engraved 
steel  dies  and  transferred  steel  plates  during  the  various  stages  of  production; 
upon  completion  of  the  die  or  plate,  to  reproduce  a  final  proof  for  use  in  deter- 
mining any  defects  that  may  exist  in  the  die  or  plate;  to  provide  proofis  of 
record  for  the  official  files ;  and  to  perform  related  work  as  required. 

Qnalificatipns: 

Common-school  education;  demonstrated  ability  as  a  highly  skillful  plate 
printer;  knowledge  of  inks,  oils,  colors,  papers,  and  plate  printing  presses; 
manual  dexterity;  ability  to  represent  the  exact  state  of  the  engraved  die  or 
plate  in  process  of  production ;  exactness,  carefulness,  and  artistic  taste. 

Principal  Lines  of  Promotion 

From:  Steel  and  Copper  Plate  Printer. 

To :  Foreman,  Engraved  Steel  Die  and  Plate  Proving  Section,  B.  E.  &  P. 

Compensation  for  Class 

Hourly:  $0.85-$0.d0-^.95 


Title  of  Class  : 

FOREMAN,    ENGRAVED    STEEL    DIE    AND   PLATE   PROVING   SEC- 
TION—B.  E.  &  P. 

Specifications  of  Class  %i^        74f3 

Duties:  ^'^rrm. 

Under  direction  of  the  Assistant  Superintendent  of  the  Bank  Note  Engraving 
Division,  Bureau  of  Engraving  and  Printing,  to  supervise  and  be  responsible  for 
all  plate  printing  proving  work  produced  by  the  Proving  Section  of  the  Bank 
Note  Engraving  Division;  to  apportion  and  distribute,  and  personally  to  per- 
form work  in  proving  dies  and  plates. 

Qualifications: 

Common-school  education;  not  less  than  eight  years'  practical  experience  as 
a  journeyman  plate  printer,  preferably  In  the  work  of  proving  steel  engraved 
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dies  and  plates;  supervisory  ability;  artistic  Judgment  and  taste;  exactness  in 
reproducing  the  states  of  engraved  matter  in  course  of  production ;  and  expert 
craftsmanship^,^^^     . 

*  Principal  Lines  of  Promotion 

From :  Engraved  Steel  Die  and  Plate  Prover. 

To :  Foreman,  Plate  Printing  Section,  Printing  Division,  B.  E.  &  P. 

Compensation  for  Class 
Annual:  |2760 

Title  of  Class  : 

ENGRAVED  STEEL  PLATE  HARDENER 

Specifications  of  Class  7^4^?  744 

Duties: 

Under  supervision  of  the  Foreman,  Engraved  Steel  Plate  Hardening  Sec- 
tion, to  harden,  temper  and  anneal  engraved  and  transferred  steel  dies,  rolls 
and  plates  used  in  the  production  of  Government  paper  securities  and  certifi- 
cates; and  to  perform  other  related  work. 

Qualifications: 

Common-school  education  with  mechanical  training;  knowledge  of  the  com- 
position, qualities  and  treatment  of  steel ;  familiarity  with  the  construction  and 
operation  of  hardening  furnaces  and  equipment;  mechanical  ability;  strength 
and  activity. 

^2^'^       Principal  Lines  ai  Promotion 

To :  Foreman,  Engraved  Steel  Plate  Hardening  Section,  B.  E.  &  P. 

Compensation  for  Class 

Hourly:  $0.85 

Tftle  or  Class  : 

FOREMAN,  ENGRAVED  STEEL  PLATE  HARDENING  SECTION,  B.  E. 
ft  P. 

Specifications  of  Class        #45   7^4^ 
Duties: 

Under  direction  of  the  Superintendent,  Transferring,  Finishing  and  Harden- 
ing Sections,  Bureau  of  Engraving  and  Printing,  to  supervise  the  hardening, 
tempering,  and .  annealing  of  steel  rolls,  dies  and  plates  from  which  Govern- 
ment securities  and  certificates  are  produced;  and  to  perform  other  related 
work. 

Qualifications: 

Conunon-school  Question,  with  technical  training;  not  less  than  four  years* 
practical  experience  as  a  steel  hardener;  knowledge  of  the  treatment  of  steel, 
and  of  the  construction,  maintenance  and  repair  of  hardening  furnaces  and 
other  equipment;  mechanical  skill;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Engraved  Steel  Plate  Hardener. 

^^^«C^  Compensation  for  Oass 

Annual:  $2700 


Tttle  of  Class  : 

APPRENTICE  ENGRAVED  STEEL  PLATE  FINISHER 

Specifications  of  Class         7  4  ()   *^^ 
Duties: 

Under  the  immediate  supervision  of  the  Foreman  or  Assistant  Foreman, 
Engraved  Steel  Plate  Finishing  Section,  to  learn  the  trade  of  a  plate  finisher; 
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to  perform  work  Inyolvecl  In  holding,  scraping,  stoning,  hammering,  bamlsh- 
ing,  beveling  and  finishing  steel  plates  and  dies ;  to  distribute  and  collect  work ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
preferably  with  some  training  In  metal  work  and  mechanical  drawing; 
mechanical  skill ;  strength  and  activity. 

Principal  Lines  of  Promotion 

To :  Engraved  Steel  Plate  Finisher. 

Compenaation  for  Oass 


♦•      * 


Title  of  Class  : 

ENGRAVED  STEEL  PLATE  FINISHER'S  ASSISTANT 

Specifications  of  Class  T'l^      74 T 

uutiea* 

Under  supervision,  to  perform  work  incidental  to  the  finishing  of  intaglio 
engraved  and  transferred  steel  plates ;  and  to  perform  related  work  as  required. 

Examples:  Holding  steel  plates  on  anvil  to  be  hammered  by  the  finisher; 
beveling,  filing,  and  burnishing  the  edges  of  steel  engraved  or  transferred 
plates ;  waxing  and  preparing  for  storage  steel  rolls,  dies,  and  plates. 

Qualifications: 

Common-school  education;  mechanical  ability;  familiarity  with  steel  plate 
finishers*  tools;  adaptability;  good  physical  condition;  carefulness;  accuracy; 
and  integrity. 


Principal  Lines  of  Promotion 
From:  Laborer. 

Compensation  for  Class 

Hourly:  |0.fiM0.5M0.e0  . 

Title  of  Class  : 

ENGRAVED  STEEL  PLATE  FINISHER 

Specifications  of  Class  IbilG       74 H 

Duties:  .    •^^ 

Under  supervision,  to  prepare  steel  dies  and  plates  for  the  use  of  steel  en- 
gravers; to  burnish,  scrape,  stone,  hammer,  straighten,  level,  and  gauge  steel 
dies,  and  plates  after  being  engraved  and  transferred ;  to  remove  from  dies  or 
plates  defects  resulting  from  error,  wear  or  injury;  to  finish  all  Intaglio 
engraved  and  transferred  steel  plates  for  perfect  reproduction  by  plate  printing ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  four  years'  apprenticeship ;  carefulness  and  delicacy  in  handling  en- 
graved steel  dies  and  transferred  steel  plates;  manual  dexterity  with  tools; 
mechanical  ability;  strength  and  activity;  good  eyesight  and  judgment;  and 
patience. 

Principal  Lines  of  Promotion 

From :  Apprentice  Engraved  Steel  Plate  Finisher. 

To:  Assistant  Foreman,  Engraved  Steel  Plate  Finishing  Section,  B.  E.  &  P.; 

Engraved   Steel   Die   Finisher;   Distributor   Steel  Dies,   Rolls,  and  Plates, 

B.  E.  &  P. 

Compensation  for  Class 

Hourly:  $0.70-$0.85 
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Title  or  Giass: 

BN6RAVED  STEEL  DIE  FJNISHER  ^^^  ^ 


Specifications  of  Class  ^^S     74^) 


Under  general  supervision  of  the  Supervisor,  Bank  Note  Letter  Engraving 
Section,  Bureau  of  Engraving  and  Printing,  to  prepare  expertly,  to  alter, 
correct  and  finish  blank  and  intaglio  ^graved  steel  dies;  deftly,  exactly  and 
economically  to  remove  blemishes  from  portraits,  vignettes  or  other  engraved 
matter,  resulting  from  error  or  injury;  skillfully  and  correctly  to  clean  and 
prepare  engraved  dies  in  finality  for  perfect  reproduction  by  steel  plate  trans- 
ferring methods ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  tbat  represented  by  graduation  from  high  school; 
not  less  than  four  years'  apprenticeship ;  skill  in  preparing,  altering,  and  finish- 
ing intaglio  engraved  steel  dies  for  steel  plate  transferring  methods;  note- 
worthy dexli^rity  with  tools  and  abrasive  agents  used  in  the  work  of  steel  die 
finishing;  normal  eyesight;  exactness  and  mechanical  aptitude;  and  apprecia- 
tion of  the  art  values  of  the  work  in  hand. 


Principal  Lines  of 

From:  En.e^aved  Steel  Plate  Finisher. 

To :  Assistant  Foreman,  E^ngraved  Steel  Plate  Finishing  Section,  B.  B.  &  P. 

Compensation  for  Oaas 

Hourly:  |0.85 

TnxE  or  Class: 

ASSISTANT  FOREMAN,  ENGRAVED  STEEL  PLATE  FINISHING  SEC- 
TION,  B.  E.  ft  P. 

Specifications  of  Class  0iO      ^7  ^i\ 

Dotiea:  ^^       •  <J  U 

Under  direction  of  the  Foreman,  Engraved  Steel  Plate  Finishing  Section,  to 
assist  in  the  supervision  of  the  work  of  steel  plate  finishers;  to  distribute 
work;  to  instruct,  assist  and  correct  employees  in  the  p^^ormance  of  their 
work;  to  ixispect  all  work  during  course  of  production  and  after  completion; 
to  record  states  of  work  and  make  reports  to  the  Foreman;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  lees  than  three  years*  practical  experience  as  a  Journeyman  steel  plate 
finisher  in  bank  note  production  work:  supervisory  ability;  mechanical  skill; 
appreciation  of  the  art  values  represented  in  the  work  in  hand;  and  good 
Judgment. 

Principal  Lines  of  Promotion 

From:  Engraved  Steel  Plate  Finisher;  Engraved  Steel  Die  Finisher. 
To :  Foreman,  Engraved  Steel  Plate  Finishing  Section,  B.  E.  &  P. 

Compensation  for  Class 

Hourly:  $1.00 

Tms  OF  Class  : 

FOREMAN,  ENGRAVED  STEEL  PLATE  FINISHING  SECTION,  B.  E.  ft  P. 

Specifications  of  Class  Tf^^^  75  J 


Under  direction  of  the  Supervisor,  Engraved  Steel  Plate  Transferring,  Fin- 
ishing and  Hardening  Sections,  Bureau  of  Engraving  and  Printing,  to  supervise 
the  work  of  preparing  and  finishing  steel  dies  and  plates;  to  distribute  the 
work ;  to  Inspect  all  work  during  production  and  after  completion ;  to  instruct 
other  employees ;  and  to  perform  other  related  work. 
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Qualifications: 

Training  equivalent  to  tliat  represented  by  graduation  from  high  school;  not 
less  than  fo^^^^ars*  practical  experience  as  a  'journeyman  plate  finisher  in 
bank  note  work;'  supervisory  ability;  mechanical  skill;  and  appreciation  of 
the  art  value  represented  in  the  work  in  hand. 

Principal  Lines  of  Promotion 

From :  Assistant  Foreman,  Engraved  Steel  Plate  Finishing  Section,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $2700 


Title  of  Glass  : 

APPRENTICE  ENGRAVED  STEEL  PLATE  TRANSFERRER 

Specifications  of  Class  7oX 

Duties:  ^ 

Under  immediate  supervision  of  Foreman  or  Assistant  Foreman,  Engravini 
Steel  Plate  Transferring  Section,  Bureau  of  Engraving  and  Printing,  to  learn  the 
trade  of  a  transferrer ;  to  perform  work  involved  in  transferring  from  the  origtoal 
steel  engraved  die  to  a  steel  roll,  and  from  the  steel  roll  to  a  soft  steel  plate; 
to  assist  transferrers  generally;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  me- 
chanical ability;  carefulness;  good  eyesight;  manual  dexterity;  and  accuracy. 

Principal  Lines  €i  Promotion 

To :  Ehigraved  Steel  Plate  Transferrer. 

*  Compensation  for  Class 

*     *     • 


Title  or  Class  : 

ENGRAVED  STEEL  PLATE  TRANSFERRER 

Specifications  of  Class  7I)d 

Duties:  •      ^ 

Under  supervision,  to  reproduce  with  a  transfer  press  upon  uuhardened  steel 
rolls  or  tubular  cylinders,  an  exact  bas-relief  transfer  of  the  subject  matter 
engraved  in  intaglio  upon  a  steel  die;  to  re-transfer  or  impress,  by  rolling 
under  mechanical  pressure,  of  varying  degree,  subject  matter  in  fac-simile  from 
hardened  roll  in  bas-relief  to  soft  steel  plates,  in  required  number  of  duplicates 
for  greater  production  by  plate  printing  methods;  to  operate,  and  regulate 
a  transfer  or  sldeographer's  press ;  to  lay  out  work ;  to  identify  and  assemble 
component  rolls  of  a  cotnplex  design;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
mechanical  or  technical  training;  not  less  than  four  years'  apprenticeship  in 
the  trade  of  a  steel  plate  transferrer;  practical  knowledge  of  transfer  press 
and  its  operation;  general  loiowledge  of  steel  composition,  and  of  hardening 
and  annealing  processes ;  appreciation  of  art  values  represented  in  the  work  in 
hand ;  manual  dexterity ;  care  and  Judgment  in  the  reproduction  of  original  en- 
graved steel  dies ;  and  keen  eyesight 

>  Principal  Lines  of  Promotion 

From :  Apprentice  Engraved  Steel  Plate  Transferrer. 

To :  Assistant  Foreman,  Engraved  Steel  Plate  Transferring  Section,  B.  E.  &  P. ; 
Distributor  Steel  Dies,  Rolls  and  Plates— B.  E.  &  P. 

Compensction  for  Class 

Hourly:  $0.75-$1.25 
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Title  of  Class  : 

ASSISTANT  FOREMAN,  ENGRAVED  STEEL  PLATE  TRANSFERRING 
SECTION,  B.  E.  ft  P. 

Specifications  of  Class  75W> 

Duties:  w 

Under  direction  of  the  Foreman,  Engraved  Steel  Plate  Transferring  {section. 
Bureau  of  Engraving  and  Printing,  to  assist  in  the  supervision  of  the  work  of 
transferring  steel  dies,  rolls  and  plates  used  in  the  production  of  steel  engraved 
nnd  plate  printed  paper  securities  and  certificates ;  to  plan  and  distribute  work ; 
to  inspect  and  gauge  work  upon  completion;  to  aid  and  instruct  other  em- 
ployees; to  act  for  the  Foreman  in  his  absence;  and  to- perform  other  relntwl 
work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  six  years'  experience  as  a  practical  steel  plate  transferrer ;  knowledge 
of  the  construction,  adjustment  and  operation  of  transfer  presses ;  carefulness ; 
supervisory  ability ;  mechanical  ability ;  good  Judgment ;  and  exactness  in  plan- 
ning and  ganging. 

Frindpal  Lines  of  Promotion 

From :  Engraved  Steel  Plate  Transferrer. 

To:  Foreman.  Engraved  Steel  Plate  Transferring  Section,  B.  E.  &  P. 

Compensation  for  Class 
Annual:  $3300 

TnuB  OF  CLi^s : 

FOREMAN,  ENGRAVED  STEEL  PLATE  TRANSfFERRING  SECTION, 
B*  E.  ft  P.  ^  r^  f^ 

Specifications  of  Class  i  oh 

Doties:  ^ 

Under  direction  of  the  Supervisor,  Engraved  Steel  Plate  Transferring,  Finish- 
ing and  Hard^iing  Sections,  Bureau  of  Engraving  and  Printing,  to  supervise 
the  work  of  transferring  steel  dies,  rolls,  and  plates  used  in  the  production  of 
steel  engraved  and  plate  printed  paper  securities  and  certificates;  to  plan  and 
distribute  work;  to  inspect  and  gauge  work  upon  completion;  to  aid  and  in- 
struct other  employees ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivaleit  to  that  represented  by  graduation  from  high  school;  at 
least  eight  years'  practical  experience  as  a  steel  plate  transferrer;  thorough 
knowledge  of  the  construction,  adjustment  and  operation  of  transfer  presses; 
supervisory  ability;  good  Judgment;  and  exactness  in  planning  and  gauging. 


«  Principal  Lines  of  Promotion 

From:  Assistant  Foreman,  Engraved  Steel  Plate  Transferring  Section,  B.  E. 

&P. 
To:  Supervisor,  Engraved  Steel  Plate  Transferring,  FinLshing  and  Hardening 

Sections,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $3000 

Title  of  Class  : 

SUPERVISOR,  ENGRAVED  STEEL  PLATE  TRANSFERRING,  FINISH- 
ING  AND  HARDENING  SECTIONS,  B.  E.  ft  P. 

Specifications  of  Class  7  5)  A 

Duties:  *  ^^^ 

Under  direction  of  the  Superintendent,  Bank  Note  Engraving  Division, 
Bureau  of  Engraving  and  Printing,  to  have  immediate  supervision  over  assigned 
sections  and  be  responsible  for  the  work  involved  in  transferring  and  finishing 
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Steel  plates  for  the  production  of  Government  securities  and  oertiflcates,  sucta 
as  transferring,  burnishing  or  cleaning,  hammering,  straightening,  machining 
and  hardening;  to  instruct  and  advise  employees  under  supervision;  to  appor- 
tion and  distribute  work ;  to  make  reports  and  recommendations ;  to  act  for  the 
Superintenijlent  or  Assistant  Superintendent  in  their  absence;  and  to  perfonn 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  at 
least  10  years'  practical  experience  as  a  steel  plate  transferrer;  a  thorough 
knowledge  of  all  branches  of  the  trade,  and  of  such  work  as  is  produced  in  the 
Bureau  of  Engraving  and  Printing;  comprehensive  knowledge  of  the  quality, 
condition  and  treatment  of  steel  as  related  to  its  practical  uses  in  bank  note 
steel  plate  manufacture;  supervisory  ability;  good  judgment;  mechanical 
ability ;  and  exactness. 

Principal  Lines  of  Promotion 

From:  Foreman,  Engraved  Steel  Plate  Transferring  Section,  B.  E.  &  P. 

Compensation  for  Class 

Annual:  $8900 


LITHOGRAPHY 


Title  of  Class  : 

LITHOGRAPHIC  PRESS  HELPER 

Spedfications  of  Class  THV 

Under  supervision,  to  carry  paper  to  presses;  to  rack  paper  for  seasoning;  to 
wash  out  idates  for  presses;  to  assist  in  washing  up  presses  for  changlBg  of 
colors ;  and  to  perform  related  work  as  required. 

Qualifications: 

Age, at  least  16  years;  common>school  education;  adaptability;  and  good 
physical  condition. 

Principal  Lines  of  Promotion 

To :  Lithographic  Press  Feeder. 

Compensation  for  Class 
Annual:  $1080-11140 


Title  or  Class  : 

LITHOGRAPHIC  PRESS  FEEDER 

Specifications  of  Class  ^^9 

Duties:  *  ^9 

Under  supervision,  to  feed  a  lithographic  rotary,  flatbed,  or  offset  press ;  to 
tend  automatic  feeder  on  offset  press;  to  keep  press  lubricated  and  help  in 
washing  up  for  change  of  colors ;  and  to  perform  related  work  as  required. 

Qualifications: 

Necessary  experience  as  a  lithographic  press  helper,  until  capable  of  properly 
feeding  the  press;  common-school  education;  adaptability;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From :  Litl^ographic  Press  Helper. 

To :  Lithographic  Flatbed  or  Rotary  Pressman. 

Compensation  for  Class 

Annual:  $1200-11260 
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Ttflb  of  Glabs  : 
LITHOGRAPHIC  APPRENTICE 

SpMiflcatioiis  of  OaM  7f)ff 

Dnttes:  •  ^9 

Under  immediate  supervision,  to  learn  the  art  and  practice  of  some  branch 
of  lithography,  such  as  lithographic  transferring,  negative  cutting,  or  process 
printing ;  and  to  pM^rform  related  work  as  required. 

ESzamples :  Making  transfer  papers ;  mixing  etching  solutions ;  retouching  and 
painting  negatives;  coating  lithographic  plates. 

Qnalilicatioiis: 

Gommon-sc)iool  education;  mechanical  aptitude;  adaptability;  and  careful- 
nes& 

Prindiiml  Linet  of  Piomotioii 

To:  Lithographic  Transferrer;  Lithographic  Process  Printer;  Plate  Maker; 
Photo  Negative  Cutter. 

Compensation  for  Class 


Title  or  Clabs  : 

LITHOGRAPHIC  ROTARY  OR  FLATBED  PRESSMAN 

Spodflcatiotts  of  Class  Tf  <T  ^/  vi 

Doties:  ^^    (UO 

Under  supervision,  to  operate  a  rotary  or  flatbed  lithographic  press ;  to  adjust 
the  press  for  the  work  in  hand ;  to  set  the  rollers  and  fountains  to  provide  for 
proper  distribution  of  ink  and  water ;  mixing  colors ;  to  register  colors  in  proper 
places ;  to  keep  rollers  in  good  condition ;  to  keep  the  press  properly  adjusted 
and  in  good  running  condiUon ;  and  to  perform  related  work  as  required. 

Qaalificatiom: 

Common-sdiool  education;  not  less  than  four  years'  experience  as  a  litho- 
graphic press  feeder;  familiarity  with  printing  from  stone,  zinc  or  aluminum 
plates;  knoifledge  of  modem  processes  of  lithographic  production  and  press 
equipment ;  tarefulness ;  and  good  physical  condition. 

Principml  Lines  of  Promotion 

From :  Lithographic  Press  Feeder. 

To:  Foreman,  Lithographic  Pressman;  Ofbet  Pressman;  Lithographic  Multi- 
color Rotary  Pressman. 

Compensation  for  Class 

Hourly:  fO:^ 


T1TI4E  OF  Class  : 

LITHOGRAPHIC  MULTI-COLOR  ROTARY  PRESSMAN 

Specifications  of  Class  7()A 

Dntia:  •  ^  f 

Under  supervision,  to  operate  a  multi-color  lithographic  rotary  press;  to 
print  from  aluminum  or  zinc ;  to  adjust  cylinders  and  plates  for  proper  regis- 
tration of  colors;  to  set  rollers  and  fountains  for  each  cylinder  for  t£e  proper 
distribution  of  Ink  and  water ;  to  mix  colors ;  to  keep  rollers  in  good  condition ; 
to  keep  press  adjusted ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Common-school  education ;  experience  as  a  lithographic  multi-color  pressman, 
or  as  a  lithographic  rotbry  or  flatbed  pressman ;  mechanical  aptitude ;  patience ; 
and  adaptability. 


366  RECLASSIFICATION   COMMISSION   REPORT — PART   II. 

Principal  Lines  of  Promotion 

From:  Litl^ographic  Rotai*y  or  Flatbed  Pressniau. 
To:  Foreii|<\n  Lithographic  Pressman. 

Compensation  for  Class 

Hourly:  $0.05 


liiX 


Title  of  Class  : 

FOREMAN  LITHOGRAPHIC  PRESSMAN 

Specifications  of  Class 

Dnties: 

Under  direction,  to  have  immediate  charge  of  and  be  responsible  for  press- 
men and  helpers  engaged  In  operating  lithographic  in*esse8,  and  personally  to 
perform  the  work  of  a  pressman;  to  advise  and  instruct  employees;  to  plan 
and  distribute  work;  to  make  reports;  and  to  perform  otiier  related  work. 

Qualifications:' 

Common-school  education ;  not  less  than  five  years'  experience  as  a  Jonmey- 
man  lithographic  pressman;  good  Judgment;  supervisory  ability;  and  ability 
to  make  ordinary  reports. 

Principal  Lines  of  Promotion 

From :  Ofl^  lE'ressman ;  Lithographic  Rotary  or  Flatbed  Pressman ;   Litho- 
graphic Multi-color  Rotary  Pressman. 
To:  Chief  Lithographer. 

Compensation  for  Class 
Annual:  $2520 


TrrLE  OF  Class: 

LITHOGRAPHIC  TRANSFERRER  ^ 

Specifications  of  Class  4  U^ 

Duties: 

Under  supervision,  to  make  lithographic  transfers  from  original  subjects  en- 
graved on  copper,  steel,  or  stone,  by  means  of  prepared  paper;  to  pull  im- 
pressions on  transfer  paper  of  subjects  engraved  on  copper,  steel  or  stone  tor 
transfer  to  stone,  aluminum  or  zinc  plates  for  lithographic  printing;  to  re- 
t  verse  or  strip  impressions  for  offset  printing  when  necessary;  to  rub  up,  roll 
up,  to  etch  and  prove  lithographic  printing  plates;  to  transfer  colors  by  means 
of  key  sheets  for  registration ;  to  use  various  patterns  and  symbols ;  to  make 
offsets;  to  mix  transfer  inks,  chemicals,  and  to  make  transfer  paper;  and  to 
perform  related  work  as  required.  • 

Qualifications: 

Common-school  education;  apprenticeship  in  lithographic  transferring;  prac- 
tical knowledge  of  lithography  and  lithographic  materials;  ability  to  produce 
lithographic  plates  suitable  for  long  use;  patience;  accuracy;  and  mannnl  skill. 

Principal  Lines  of  Promotion 

From:  Lithographic  Apprentice. 

To:  Foreman  Lithographic  Transferrer. 

Compensation  for  Class 

Annual:  $1800-$1920-$2040-$2160 
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TiTLB  OF  CLkBS: 

FOREMAN  LITHOGRAPHIC  TRANSFERRER 

\  Specifications  of  Class  *7l\(L 

Dntics:  •  u^ 

Under  direction,  to  superrise  the  work  of  Lithographic  Transferrers ;  to  lay 
out  and  assign  work;  to  provide  methods  for  the  proper  execution  of  the 
work  of  transferring;  to  examine  and  approve  all  work  for  lithographic 
printing;  to  mix  chemicals  used  in  transfer  work;  to  do  the  work  of  a  Litho- 
graphic Transferrer ;  and  to  perform  other  related  work. 


Qualifications: 

Common-school  education ;  not  less  than  five  years'  experience  as  a  practical 
lithographic  transferrer;  accuracy;  resourcefulness;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Lithographic  Transferrer. 
To:  Chief  Lithographer. 

Compensation  for  Class 

Annual:  $2400 


^iyg 


TiTUE  OF  Class  : 

LITHOGRAPHIC  STONE  AND  PLATE  PREPARER 

«a«  Specifications  of  Class 

Duties:       Y 

Under  supervision,  to  grind,  grain  and  polish,  by  hand  or  machine,  the  sur- 
face of  zinc  and  aluminum  plates  and  lithographic  stones  used  in  lithographic 
printing;  and  to  perform  related  work  as  required. 

Qualifications: 

Good  physical  condition;  mechanical  aptitude;  adaptability;  and  common- 
scbool  education. 

Compensation  for  Class 

Annual:  $1200^1320-|1440 


Title  of  Class  : 

PHOTO  NEGATIVE  CUTTER 

Specifications  of  Class  7  (I A 

Under  supervision,  to  retouch,  to  make  additions  and  alterations  to  maps, 
charts,  and  illustrations,  on  photographic  negatives;  to  etch  or  cut  In  detail, 
symbols  and  lettering ;  to  spot  out  and  prepare  negatives  for  color  printing  and 
other  relalttl  reproductive  processes ;  and  to  perform  related  work  as  required. 

Qnalificatiohs: 

Common-school  education;  training  in  drafting  school  desirable;  practical 
experience  in  photographic  negative  cutting;  artistic  ability;  accuracy;  good 
craftsmanship;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From:  Lithographic  Apprentice. 

Compensation  for  Class 

Annual:  $1800-$1920-$204(>-$2ie0 


868  RECLASSIFICATION  COMMISSION  REPORT — ^PART  IL 

Title  of  Glass  : 

LITHOGRAPHIC  PROCESS  PLATE  MAKER 

,  Specifieatioiis  of  Class  ^  {^ 

Under  supervision,  to  prepare  lithographic  printing  plates  using  photographic 
negatives,  positives  or  transparent  originals  in  the  process  of  photographically 
printing  directly  to  the  plate;  to  mix  chemicals  and  solutions;  to  coat  litho- 
graphic plates;  to  place  negative  or  transparent  original  in  contact  with  plate 
in  a  photo-printing  frame  or  to  use  an  automatic  step  and  repeat  machine  and 
expose  to  strong  light,  rolling  plate  with  ink  or  coating  with  inlc  attracting 
solution ;  to  develop  plate  in  water ;  to  prepare  and  etch  for  printing  by  piano- 
graphic  or  intaglio  process  methods ;  and  to  perform  related  worlc  as  required. 

Qualifications: 

Common-school  education;  practical  experience  in  lithographic  process 
printing;  Imowledge  of  lithography  and  of  the  chemistry  of  lithographic  pro- 
cess printing ;  accuracy ;  and  manual  skill. 

Principal  Lines  of  Promotiim 

From :  Lithographic  Apprentice. 

Compensation  for  Class 

Annual:  $180a-|ld20-$2040-$2160 


TrrLE  OF  Class  : 

JUNIOR  LITHOGRAPHIC  DRAFTSMAN 

^  Specifications  of  Class  7  i\9 

Doties:  *  ^'O 

Under  supervision,  to  make  minor  corrections  to  maps,  charts,  or  diagrams 
on  stone  or  metal  printing  plates ;  to  make  color  plates  with  crayon,  brush  or 
pen ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  training  in  a  recognized  drafting  school  desirable ; 
demonstrated  ability  in  drawing  and  lettering ;  accuracy ;  and  good  craftsman- 
ship. 

Principal  Lines  of  Promotion 

From:  Copyist  Draftsman. 

To:  Senior  Lithographic  Draftsman. 

Compensation  for  Class 

Annual :  $144(^166(>-416aM1800 


Title  of  Class  : 

SENIOR  LITHOGRAPHIC  DRAFTSMAN 

Specifications  of  Class  7uS 

Duties:  ^ 

Under  supervision,  to  draw  maps,  charts,  and  color  art  woiii  on  paper,  tracing 
linen,  metal  or  stone  as  occasion  demands;  to  letter  baclcward  as  well  as  for- 
ward; to  make  color  plates  with  crayon,  brush  or  pen;  to  mix  and  apply 
chemicals  used  in  drafting  room ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education  •;  training  in  a  recogniised  drafting  school  desirable ; 
not  less  than  three  years'  experience  in  lithographic  drafting;  accuracy;  and 
skilled  craftsmanship. 

Principal  Lines  of  Promotion 

From:  Junior  Lithographic  Draftsman. 
To:  Expert  Lithographic  Draftsman. 
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CompeiUMtioii  for  Class 

Anniul:  |204M216(Hi2280-|2400 


Title  or  Glass: 

EXPERT  LITHOGRAPHIC  DRAFTSMAN 

SpMiflcatioiis  of  Class  T^M)     11 0 

Under  supervisioQ,  to  execute  the  most  intricate  work  in  the  drafting  of 
maps,  charts,  and  color  art  work  on  paper,  tracing  linen,  lithographic  stone  or 
metal  printing  plates;  to  draw  and  letter  backward  as  perfectly  as  forward; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  training  in  a  recognized  school  of  drafting  de- 
sirable; not  less  than  seven  years*  experience  as  a  lithograi^c  draftman; 
demonstrated  ability  to  perform  intricate  lithographic  drafting;  knowledge  of 
map  or  chart  construction  t  familiarity  with  the  chemicals  used  In  lithography ; 
artistic  abUity ;  accuracy ;  and   expert  craftsmanship. 

f  Priiidiial  Lines  of  Promotion 

From:  Senior  Lithographic  Draftsman. 
To:  Chief  Lithographic  Draftnnan. 

Compensation  for  Class 
Annual:  |252(M2e4<M27e0-f2880 


Title  of  Class  : 

CHIEF  LITHOGRAPHIC  DRAFTSMAN  n^'A 

Spociflcationfl  of  Class  •  ^  w 

Duties: 

Under  direction,  to  plan,  assign,  and  supervise  lithographic  drafting  work; 
to  instruct  employees ;  to  keep  records  of  productions ;  to  be  responsible  for  all 
original  drawings;  and  to  perform  other  related  work. 

Qnalifieatlona: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
training  in  recognized  drafting  school  desirable;  extended  experience  In  litho- 
graphic drafting;  knowledge  of  map  and  chart  construction,  and  of  litho- 
graphic materials  and  processes;  keen*  perception  of  color  interpretation; 
accuracy;  artistic  ability;  expert  craftsmanship;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

Prom:  Expert  Lithographic  Draftsman. 
To :  Chief  Lithographer. 

Compensation  for  Class 

Annual:  93000-48300 

Titus  of  Class: 

CHIEF  LITHOGRAPHER 

Specifications  of  Class 
DuOemz 

Under  direction,  to  supervise  and  be  responsible  for  work  produced  by  the 
various  processes  of  lithography ;  to  apportion  and  distribute  work ;  to  conduct 
research  work  and  to  suggest  improvements  in  the  work  performed  by  litho- 
graphic draftsmen,  transferrers,  photographers,  pressmen,  and  other  employees ; 
to  estimate  time  and  cost,  and  to  keep  records  of  work  produced;  to  make 
reports  and  maintain  discipline;  and  to  perform  other  related  work. 

16491»— 20--PT  2 24 
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Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
training  in  art  school  desirable;  extended  experience  as  a  practical  draftsman 
in  one  or  more  of  the  various  branches  of  lithography  with  an  understanding 
of  the  allied  crafts ;  some  knowledge  of  charts  and  map  construction ;  thorough 
knowledge  of  the  methods  and  materials  used  in  lithographic  production; 
resourcefulness ;  art  perception ;  good  Judgment ;  and  supervisory  ability. 

• ,  ^^         Principar  Lines  of  Promotion 

From:  Chief  Lithographic  Draftsman;  Chief  Process  Photographer;  Foreman 

Lithographic  Transferrer ;  Foreman  Lithographic  Pressman. 
To:  Superintendent  of  Chart  Printing  and  Sales  (Coast  and  Geodetic  Survey). 

Compensation  for  Class 

Annual:  $3300^000 


Tmjs  OF  Class  : 

SUPERINTENDENT  OF  CHART  PRINTING  AND  SALES  (COAST  AND 
GEODETIC  SURVEY) 

Specifications  of  Class  %  im 

Duties:  ^ 

Under  general  direction,  to  supervise  and  be  responsible  for  the  production 
of  charts,  maps,  illustrations*  and  nautical  publications  in  the  Coast  and 
Geodetic  Survey;  to  direct  the  sale  and  distribution  of  all  such  publications; 
to  make  requisitions  for  equipment  and  supplies ;  to  prepare  estimates  of  costs 
of  production ;  to  oversee  the  accounting  of  sales  and  other  fiscal  matters ;  to 
keep  records  and  make  reports;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  univalent  to  that  represented  by  graduation  with  a  degree  from 
an  institutlcQa  of  recognized  standing;  thorough  knowledge  of  map  and  chart 
production;  familiarity  with  accounting  methods;  mechanical  aptitude;  art 
perception;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Chief  Lithographer. 

Compensation  for  Oass 
Annual:  |S600 


Ti^ 


PLATE  PRINTING 
Title  of  Class: 

PLATE-PRINTER'S  ASSISTANT 

Specifications  of  Class 
Duties: 

Under  the  supervision  of  the  foreman  of  a  plate  printing  section  in  tbe 
Bureau  of  Engraving  and  Printing,  to  receive  and  count  plate  printing  paper ; 
to  place  paper  accurately  on  the  plates  of  a  plate  printing  press;  to  remove 
paper  after  Impression  has  been  made;  to  examine  work  for  defects;  and  to 
perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  adaptability ;  age  from  18  to  35  years ;  and  good 
physical  condition. 

Principal  Lines  of  Promotion 

To:  Paper  Security  Counter;   Paper  Security  Examiner;  Machine  Operator 
(Light) ;  Money  and  Tissue  Separator. 

Compensation  for  Class 

Hour:  $0.45 
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TnxE  OF  Clabb: 

APPRENTICE  STEEL  AND  COPPER  PLATE  PRINTER 

Specifications  of  Class  ii^t 

Duties:  ^ 

Under  immediate  supervision,  to  learn  the  trade  of  steel  and  copper  plate 
printing;  and  to  perform  related  work  as  required. 

Examples:  Oiling  and  keeping  press  in  good  condition;  filling  in  plate 
with  ink;  removing  surplus  with  rags;  polishing  plates  by  hand;  plate  print- 
ing of  maps  and  charts ;  to  wet  and  prepare  paper  for  Impressions. 

Qaalifications: 

Common-school  education;  ability  to  follow  instructions;  mechanical  apti- 
tude; and  good  physical  condition. 

Principal  Lines  of  Promotion 

To :  Steel  and  Copper-Plate  Printer. 

Compensation  for  Class 


? 


77i 


Tttle  of  Class: 

STEEL  AND  COPPER  PLATE  PRINTER 

Specilleatlons  of  Class 
Duties: 

Under  supervision,  to  ink  and  prepare  Intaglio  engraved  plates  or  dies  of 
metal  or  other  material,  and  to  print  or  reproduce  the  designs  engraved  thereon 
upon  paper  or  other  medium,  by  means  of  a  plate ;  and  to  perform  related  work 
as  required. 

Qaalifications: 

Common-school  education;  not  less  than  four  years'  apprenticeship,  under 
supervision  of  a  practical  plate  printer;  technical  knowledge  of  the  proper 
preparation  of  plate  printing  papers,  inks,  and  oils;  familiarity  with  the  con- 
struction, operation,  and  equipment  of  plate  printing  presses ;  appreciation  and 
ability  to  apply  the  artistic  and  protective  element  of  plate  printing  in  the 
printing  or  reproduction  of  paper  securities,  maps,  charts,  and  works  of  art, 
from  intaglio  engraved  dies  or  plates;  manual  dexterity;  and  good  crafts- 
manship. 

Principal  Lines  of  Promotion 

From :  AppAptice  Steel  and  Copper-Plate  Printer. 

To:  Foren^,  Plate-Printing  Section;  Paper  Security  Referee— B.  E.  &  P.; 
Engraved  Steel  Die  and  Plate  Prover. 

Compensation  for  Class 

Hourly:  tO.85 

For  work  done  on  piece  work  basis  the  rates  shall  be  11  i^er  cent  above  the 
rates  now  in  effect. 


Title  of  Class: 

FOREMAN,  PLATE-PRINTING  SECTION 

Specifications  of  Class  7^  ■ 

Duties:  •   *  ^ 

Under  direction,  to  supervise  detail  work  of  a  section  engaged  in  the  plate 
printing  of  Government  securities,  certificates,  maps  or  charts;  to  be  responsi- 
ble for  the  securities,  certificates,  maps,  or  charts  produced  in  such  section ;  to 
have  care  of  the  plates  and  machinery  used  therein ;  to  instruct  employees  of 
the  section ;  to  apportion  work ;  and  to  perform  other  rel8f«»d  work. 
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Qualifications: 

Common-school  education ;  at  least  four  years'  experience  in  the  craft  as  a 
journeyman  plate  printer;  general  knowledge  of  plate  printing  practice  in  the 
Bureau  ot  Engraving  and  Printing,  the  United  States  Hydrographic  Office,  or 
the  Unitea  States  Coast  and  Geodetic  Survey ;  familiarity  with  the  construc- 
tion, maintenance  and  adjustment  of  plate  printing  presses  and  supplementary 
equipment;  and  supervisory  ability. 

Principal  Lines  oi  Promotiom 

From :  Steel  and  Copper-Plate  Printer ;  Foreman,  Engraved  Steel  Die  and  Plate 

Proving  Section— B.  E.  &  P. 
To :  Assistant  Superintendent,  Plate-Printing  Division,  B.  B.  &  P. 

Compensation  for  Class 

Annual:  $2700-^2850-93000 

TrrLB  OF  Class  : 

ASSISTANT  SUPERINTENDENT,  PLATE-PRINTING  DIVISION,  B.  E. 

&P.  77tf 

Specifications  of  Class  ^  *9 


Duties: 

Under  direction  of  the  Superintendent  of  the  Plate  Printing  Division  in  the 
Bureau  of  Engraving  and  Printing,  to  assist  in  supervising  the  plate  printing 
of  Government  securities  and  certificates;  to  have  Immediate  supervision  over 
the  personn^  of  the  division ;  to  make  reports  and  recommendations ;  to  act  for 
the  Superinmident  in  his  absence ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  at  least  eight  years*  experience  in  the  craft  as  a 
Journeyman  plate  printer ;  thorough  knowledge  of  the  plate  printing  business  and 
acquaintance  with  the  work  in  the  Bureau  of  Ejugravlng  and  Printing;  appre- 
ciation of  art ;  and  proven  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Foreman,  Plate-Printing  Section — ^B.  E.  &  P. 
To :  Superintendent,  Plate-Printing  Division— B.  E.  &  P. 

Compensation  for  Class 

Annual:  $3480 


TrrLE  OF  Class  : 

SUPERINTENDENT,  PLATE  PRINTING  DIVISION— B,  E,  ft  P. 

Specifications  of  Class  7^9 

Duties:  ^ 

Under  the  general  direction  of  the  Assistant  Director  of  the  Bureau  of  En- 
graving and  Printing,  to  supervise  and  be  responsible  for  the  printing  of  Gov- 
ernment securities  and  certificates  from  steel  plates;  through  the  Assistant 
Superintendent,  to  plan  and  assign  work  to  the  foremen  of  the  various  sections ; 
to  advise  and  instruct  other  employees ;  to  make  reports  and  recommendations 
to  the  Assistant  Director ;  and  to  perform  other  administrative  work. 

Qualifications: 

Common-school  education ;  at  least  10  years'  experience  in  the  craft  as  a  jour- 
neyman plate  printer;  broad  knowledge  of  the  plate  printing  business;  appre- 
ciation of  -art  and  thorough  acquaintance  with  the  work  of  the  Bureau  of  En- 
graving anH  Printing ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent,  Plate-Printing  Division,  B.  E.  &  P. 
To :  Manager  of  Work— B.  E.  &  P. 

Compensation  for  Class 

Annual:  $4200 
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PRESSWORK 


Title  of  Class: 
PRESS  FEEDER 

Specificatioiig  of  Class  T^^Ml   T^O 

Dnties: 

Under  immediate  supervision,  to  feed  sheets  of  paper  or  other  materials  into 
a  power-driven  printing  press,  or  to  receive  printed  sheets  of  paper  or  other    '^^ 
materials  from  a  press;  to  assist  the  pressman  in  "making  ready/*  and  to 
perform  related  work  as  required. 

Qualifieatioiis: 

Ahility   to   feed  steadily   and   to   a   correct   register;    and    common-school 
education. 


Horarly : 


^  Compensation  for  Class 


7S| 


TriLE  OF  Glass: 
PRESSMAN'S  ASSISTANT 

Speeifications  of  Class 
Dotiea: 

Under  immediate  saperrislon,  to  feed  sheets  of  paper  or  other  material  into 
power-driven  printing  presses;  to  assist  in  cleaning,  oiling,  and  making  minoi 
adjustments  to  presses;  and  to  perform  related  work  as  required. 

Qnalifications: 

Ability  to  feed,  clean,  and  oil  presses;  mechanical  ability;  common-school 
education;  accuracy;  good  physical  condition;  and  adaptability. 

Compensation  for  Class 

Annnal:  $1560 


Tttle  of  Class: 
PRESSMAN  APPRENTICE 

Spedfieations  of  Class  78^ 

DotiM:       n  n 

Under  imi^^iate  supervision,  to  learn  the  trade  of  a  pressman ;  to  perform 
the  less  imjDrtant  work  involved  in  *' making  ready";  to  adjust  presses  and 
automatic  Seders;  to  set  guides;  and  to  perform  related  work  as  required. 

Qnalifieations: 

Common-school  education;  ability  to  understand  and  follow  insthictions ; 
and  age  under  21  years. 

Principal  Lines  of  Promotion 

To:  Flatbed  Pressman. 

Compensation  for  Class 


Title  of  Class  : 
FLATBED  PRESSMAN 

Speciflcations  of  Class 
Duties: 

Under  supervision,  to  operate  a  flatbed  printing  press  or  to  assist  in  operation 
of  a  web  press ;  to  "  make  ready  "  forms  for  printing ;  to  set  the  ink  fountain 
and  rollers  to  provide  for  an  even  distribution  of  ink ;  to  keep  the  press  properly 
adjusted  and  in  good  running  condition ;  and  to  perform  other  related  work. 
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Qualifications: 

Common-flchool  education ;  not  less  than  four  years*  pressman  apprenticeship ; 
familiarity  with  imposition,  making  margins,  and  laying  plates;  knowledge  of 
printing  inks  and  printers*  rollers  and  paper;  and  adaptablity. 

Principal  Lines  of  Promotion 

From^  i^reiSM^Apprentice. 

To:  Rotary  Pressman;  Web  Pressman  in  Charge;  Assistant  Foreman,  Pre8»- 
work  Section;  Estimator  and  Jacket  Writer — G.  P.  O.;  Presswork  Office- 
man — 6.  P.  O. 

Compensation  for  Class 
Hourly:  $0.85 


Title  of  Class  : 
ROTARY  PRESSMAN 


Specifications  of  Class  7^^ 


Duties: 

Under  supervision,  to  operate  a  rotary  printing  press ;  to  *'  make  ready  "  the 
form  of  curved  electrotype,  nickel,  or  steel  plates ;  to  set  the  ink  fountains  and 
rollers  to  provide  for  the  proper  distribution  of  ink ;  to  adjust  the  rotary  cylin- 
ders, perforating,  numbering,  and  separating  attachments;  to  keep  the  press 
in  good  runn^bg  condition ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  not  lees  than  four  years*  experiaice  as  pressman 
apprentice ;  familiarity  with  imposition  and  making  of  margins ;  knowledge  of 
printing  inks,  printers'  rollers  and  paper;  adaptability;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From :  Flatbed  Pressman.  > 

To:  Web  Pressman  In  Charge;  Assistant  Foreman,  Presswork  Section;  Esti- 
mator and  Jacket  Writer — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.85 


Title  of  Class  : 
OFFSET  p|[eSSMAN 

Specifications  of  Class  iO^ 

Duties:  w 

*  Under  supervision,  to  operate  an  offset  press ;  to  "  make  ready  *'  the  offset 
blanket;  to  adjust  the  cylinders;  to  "make  ready'*  the  plate  for  printing;  to 
etch  when  necessary ;  to  set  the  rollers  and  fountains  to  provide  for  Uie  proper 
distribution  of  Ink  and  water;  to  adjust  the  press  and  keep  it  in  good  run- 
ning condition ;  and  to  perform  related  work  as  required. 

Oualifications: 

Common -school  education;  experience  as  a  lithographic  rotary  or  flatbed 
pressman  or  four  years*  experience  as  a  pressman  apprentice  and  at  least  six 
months*  experience  on  a  sheet  feed  rotary  press  (or  press  requiring  similar 
qualifications  to  operate) ;  practical  knowledge  of  printing  from  zinc  or  alumi- 
num plates;  knowledge  of  the  mixing  of  inks  and  colors  and  of  the  special 
treatment  required  for  lithographic  rollers;  carefulness;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

« 

From :  Llthoifraphlc  Rotary  or  Flatbed  Pressman ;  Rotary  Pressman. 

To :  Foreman;  Lithographic  Pressman ;  Assistant  Foreman,  Presswork  Section. 

Compensation  for  Class 

Hourly:  $0.95 


* 
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Title  of  Class  : 

PRESSWORK  OFFICEMAN— G.  P.  O. 

Specifications  of  Class  7S^A 

Duties:  •  ^^ 

Under  sapervision,  to  handle  necessary  ofBce  work  in  the  Presswork  Division 
of  the  Govemment  Printing  Office ;  and  to  perform  other  related  work. 

Examplee:  Keeping  a  record  of  work  received  and  produced;  handling  appli- 
cations for  rollers,  filing  and  scheduling  Jackets ;  keeping  time  and  other  clerical 
records.  ^ 

Qualifications  iT 

Common-school  education;  extended  experience  in  the  Gtovemment  Printing 
Office ;  preferably  experience  as  a  practical  pressman;  and  knowledge  of  clerioS 
and  office  methods. 

Principal  Lines  of  Promotioa 

From :  Flatbed  Pressman ;  Junior  Clerk. 

To:  AssistanfToreman,  Presswork  Section  (if  a  pressman). 


m  for  Class 

Hourly:  $0.7(^0.85 


Title  or  Class  : 

WEB  PRESSMAN  IN  CHARGE  ^ 

Specifications  of  Class  7o« 

Daties:  ^^^ 

Under  supervision,  to  operate  a  web  press  which  prints  from  roll  paper;  to 
supervise  pressmen  and  other  employees  aligned  to  a  web  press;  and  to  i>er- 
form  other  related  work.  , 

Examples :  Registering*  and  "  making  ready  "  curved  plates  on  web  presses ; 
setting  the  ink  fountain  and  rollers,  which  provide  for  the  proper  distribution 
of  ink ;  adjiw^ift  the  paper  roll ;  issuing  instructions ;  making  necessary  adjust- 
ments  to  thd^fiss. 

Qualifications: 

Common-school  education;  not  less  than  one  year's  experience  as  journey- 
man pressman ;  some  knowledge  of  the  various  kinds  of  roll  presses ;  and  some 
mechanical  ability. 

"«  Principal  Lines  of  Promotion 

From :  Flatbed  Pressman ;  Rotary  Pressman. 
To:  Assistant  Foreman,  Presswork  Section. 

Compensation  for  Class 

Hourly:  ^.95 


78j 


TnxE  OF  Class: 

ASSISTANT  FOREMAN,  PRESSWORK  SECTION 

Specifications  of  Class 
Duties: 

Under  supervision  of  the  Foreman  of  a  Presswork  Section,  to  have  immediate 
charge  of,  and  be  responsible  for  a  group  of  pressmen  and  other  workmen  en- 
gaged in  operating  a  number  of  printing  presses ;  to  advise  and  Instruct  work- 
men ;  to  distribute  work ;  to  keep  records ;  to  make  reports  and  pe^orm  other 
related  work. 

Qualificat4>ns: 

Common-school  education;  not  less  than  five  years'  experience  as  a  journey- 
man pressman ;  supervisory  ability ;  ability  to  keep  ordinary  records  and  make 
up  reports. 
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Principal  Lines  of  Promotion 

From :  Flatbed  Pressman ;  Rotary  Pressman ;  Web  Pressman  in  Charge 
To:  Foreman, jPresswork  Section. 

^  Compensation  for  Class 

Hourly:  $1.00 

Title  of  Ciabs. 

FOREMAN,  I^RESSWORK  SECTION 

Specifications  of  Class  7 Sri 

Duties:  ^  ^ 

Under  direction,  to  supervise  and  be  responsible  for  the  work  of  a  section 
operating  web,  offset,  rotary,  flatbed,  or  other  type  presses  or  plate  presses; 
to  plan  and  distribute  work ;  to  advise  and  direct  the  Assistant  Foremen  of 
PresBwork  Sections,  and  other  employees  in  tfa^r  duties;  to  issue  orders  for 
stock ;  to  maintain  order  and  discipline ;  to  act  for  superior  officers  in  their  ab- 
sence; and  to  perform  other  related  work. 

Qualifications: 

Conunon-school  education ;  not  less  than  six  years'  experience  as  a  journey- 
man pressman ;  thorough  knowledge  of  presswork ;  and  supervisory  ability. 

•  Principal  Lines  ^  Promotion 

From :  Assistant  Foreman,  l^resswork  Section. 

To :  Assistant  Superintendent,  Presswork  Division — G.  P.  O. ;  AsslBtant  Superin- 
tendent, Surfflp^DfVision— B.  E.  &  P. 

Compensation  for  Class 
Annual:  $3000 

Title  of  Class  : 

ASSISTANT  SUPERINTENDENT,  SURFACE  DIVISION--B.  E.  &  P. 

Specifications  of  Class  70A 

Duties:  •iJ^ 

Under  general  supervision  of  the  Superintendent  of  the  Surface  and  Number- 
ing Divisions,  Bureau  of  Engraving  and  Printing,  to  have  particular  charge 
of  presswork ;  to  direct  and  advise  foremen,  pressmen,  machine  operators,  feed- 
ets,  helpers,  examiners,  counters,  clerks,  and  other  employees,  and  maintain 
discipline;  to  supervise  the  maintenance  of  presses  and  other  equipment;  to 
act  for  the  Superlntendait  in  his  absence;  to  make  reports  and  recommenda- 
tions ;  and  to  perform  other  related  work. 

Qualifications: 

Common  school  education ;  not  less  than  eight  years'  experience  as  a  journey- 
man pressman;  preferably  a  detailed  knowledge  of  the  various  sections  and 
processes  in  the  Surface  Division  of  the  Bureau  of  Engraving  and  Printing; 
and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Foreman,  Presswork  Section. 

To:  Superintendent,  Surface  and  Numbering  Divisions — ^B.  E.  &  P. 

Compensation  for  Oass 
Annual:  fSaOO 

Title  of  Class  : 

SUPERINTENDENT,  SURFACE  AND  NUMBERING  DIVISIONS— B.  B. 

Specifications  of  Class  f  «/  w 

Duties:  ^ 

Under  general  direction  of  the  Assistant  Director  of  the  Bureau  of  Engrav- 
ing and  Printing,  to  be  responsible  for  the  work  of  surface  printing  and  the 
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related  operations ;  to  assign  work,  through  the  AaslBtant  Superintendent,  Sur- 
face Division,  and  Foremen,  to  the  Pressroom,  Composing  Room,  Roller  Mak- 
ing Room,  National  Bank  Note  Currency  Section,  and  to  the  Packers,  Perfo- 
rators, and  all  employees  in  the  Numbering  Division  engaged  in  printing  scale 
and  numbers  on  Government  currency ;  to  supervise  the  keeping  of  the  nece&h 
sary  records;  to  maintain  order  and  discipline  throughout  the  divisions;  to 
make  reports  and  recommendations  to  the  Director  or  Assistant  Director ;  and 
to  perform  other  related  work. 

Qnalilicatioiis: 

Common  school  education ;  extended  and  responsible  experience  in  presswork, 
part  of  which  shall  have  been  preferably  in  the  Bureau  of  Engraving  and 
Printing;  an  intimate  knowledge  of  modern  presswork  methods;  and  a  high 
degree  of  executive  ability. 

ft 

«*  Frindpftl  Lmes  ^  Promotioii 

From:  Assistant  Superintendent,  Surface  Division — ^B.  B.  &  P. 
To :  Manager  of  Work— B.  E.  &  P. 


for  dasm 

Annual:  |8900 


Title  of  Ci^ss  : 

ASSISTANT  SUPERINTENDENT,  PRESSWORK  DIVISION— G.  P.  O. 

Specificatioiui  of  ClasB 


TJX 


Under  general  supervision  of  the  Superintendent  of  the  Presswork  Division, 
Government  Printing  Office,  to  direct  and  advise  Foremen  of  Sections,  pressmen, 
machine  operators,  helpers,  feeders,  and  other  employees ;  to  maintain  discipline ; 
to  oversee  the  maintenance  of  presses  and  other  equipment;  to  make  reports 
and  reconunendations ;  in  the  absence  of  the  Superintendent,  to  act  for  him; 
and  to  perform  other  related  work. 

QualifieatioAn: 

Common-s9(>ol  education;  not  less  than  eight  years'  experience  as  journey- 
man pressman,  and  press  work  supervisor,  preferably  in  the  Government 
Prbitteg  Office;  thorough  knowledge  of  preeswork;  and  supervisory  ability. 


Priacipftl  Lines  of  Promotion 

From:  Foreman,  Presswork  Section. 

To:  Superintendent,  Presswork  Division — 6,  P.  O. 

Compensation  for  Class 
Annual:  $8300 

Trn£  OF  CiAss : 

SUPERINTENDENT,  PRESSWORK  DIVISION— G.  P.  O. 

Specifications  of  Class  7!)^ 

Duties:  *      * 

Under  general  direction,  to  be  responsible  for  the  forces  in  the  Government 
Printing  Office  employed  on  presswork,  including  the  Postal  Card  Section;  to 
receive  requisitions  for  presswork;  to  plan  and  distribute  work;  to  supervise 
the  placing  and  erecting  of  printing  machinery;  to  supervise  and  direct  the 
work  of  the  Assistant  Superintendent  and  others;  to  make  reports  and  recom- 
mendations to  the  Manager  of  Work ;  and  to  perform  other  related  work. 

Qnalifica^ns: 

Common-school  education ;  extended  &nd  responsible  exi>erience  in  presswork, 
part  of  which  shall  have  been  preferably  in  the  Government  Printing  Office; 
thorough  knowledge  of  all  phases  of  presswork ;  and  ability  to  handle  a  large 
force  of  employees. 
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Prineipal  Lines  of  Promotioii 

From :  Assistant  Superintendent,  Presswork  Division — G.  P.  O. 
To :  Manager  of  Work— O.  P.  O. 

Compeiuuition  for  Class 

Annual:  $8900 


TYPOGRAPHY 


71)^1 


Title  of  Class: 
APPRENTICE  PRINTER 

SpecUlcatioiis  of  Class 
Duties: 

Under  supervision,  to  perform  the  work  of  a  recognized  apprentice  to  Uie 
printers'  trade;  to  set  type;  to  lock-up  forms;  to  oil  and  dean  linotype  ma- 
chines; to  clean  space-bauds;  to  distribute  type;  to  prove  galleys;  to  keep 
banks  clean ;  and  to  perform  related  work  as  required. 

.Qualifications: 

Common-school  education;  adaptability;  accuracy;  industry;  good  physical 
condition ;  and  age  under  21  years. 


To:  Compositor. 


Principal  Lines  of  Promotion 


Compensation  for  Class 


TiTLB  ov  Class  : 
COMPOSITOR 

Specifications  of  Class  7tiC^ 

Duties:  ^ 

Under  supervision,  to  set  type  by  band ;  to  correct  proof ;  to  rule  out  tables ; 
to  assist  the  maker-up ;  to  distribute  type  and  material ;  to  increase  or  decrease 
length  of  pages;  to  arrange  foot-notes;  to  serve  as  a  press  corrector  and  to 
make  changes  in  forms  on  the  press ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  five  years'  apprenticeship  in  com- 
X>osing  room  work ;  familiarity  with  type  sizes  and  faces ;  knowledge  of  TCngHaf^ 
and  punctuation ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From:  Apprentice  Printer. 

To:  Maker-up;  Printer  Supplyman;  Estimator  and  Jacket  Writer,  G.  P.  Q.; 
Proof  Read^.;  Printer  OflSceman,  G.  P.  O. ;  Officeman  (Congressional  Print- 
ing)—G.  P.X). 

Compensation  for  Class 
Hourly:  $0.85 

Title  of  Class  : 
PRINTER  SUPPLYMAN 

Specifications  of  Class  7^6 

Duties:  •  •''^ 

Under  supervision,  to  have  charge  of,  issue,  and  advise  as  to  miscellaneous 
and  unusual  body  type  signs  and  characters  in  connection  with  the  work  of 
the  Government  Printing  Office;  to  arrange  for  printing  miscellaneous  and 
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unusual  tables,  charts,  foreign  language  work«  etc.;  to  have  charge  of  and 
cut  or  issue  rules,  leads,  and  slugs ;  and  to  perform  related  work  as  required. 

QoalificatioM: 

Gommon-lc^ool  education ;  and  practical  experience  as  a  Journeyman  printer, 
at  least  three  years  of  which  must  have  been  in  the  Goyemment  Printing 
Office, 

•  Principal  Lines  of  Promotion 

From:  Compositor. 

To :  Maker-up  in  charge. 

Compensation  for  OaM 

Hourly:  |0.90 

TrrL£  OF  Class  : 

PRINTER  OFFICEMAN— G.  P.  O. 

Spedlcations  of  Class  7fiV 

Under  supervision,  to  handle  office  work  incident  to  the  operations  of  the 
various  printing  sections,  in  the  Government  Printing  Office,  or  other  printing 
organizations. 

Examples :  Receiving,  recording,  scheduling  and  distributing  work ;  preparing 
quarterly  efficiency  reports  of  employees;  keeping  time  and  leave  records;  in 
the  absence  of  superiors,  supplying  information  relative  to  the  work  of  the 
section ;  ikeevfaglficoTds  and  making  reports. 

Qualificatiims: 

Common-school  education;  experience  as  a  Journeyman  printer;  extended 
experience  in  the  Government  Printing  Office,  or  its  equivalent ;  ability  to  keep 
records  and  make  reports ;  and  good  address. 

Principal  Lines  of  Promotion 

From:    Compositor;    Proofreader;    Make-Up;   Linotype  Operator;   Monotype 

Keyboard  Operator. 
To :  Maker-up  in  Charge. 

Compensation  for  Class 
Hourly:  $0.9O-|0.d5 

Tmj5  OF  Class  : 

MAKER-UP 

Specifications  of  Class  71)9 

Duties:  O 

Under  supervision,  to  make-up  pages  into  proper  lengths,  with  attention  to 
continued  lines,  box-heads,  dollar  signs,  etc. ;  to  prepare  pasters  for  printing ; 
to  regalley  matter;  to  remake-up  matter  after  author's  correction;  to  make-up 
and  lock-up  forms;  to  issue  job-room  supplies;  and  to  perform  related  work 
as  required.   I 

Qnalifieations: 

Common-school  education;  at  least  three  years*  experience  as  a  Journeyman 
printer ;  dexterity  in  handling  type  matter ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From:  Compositor. 

To:  Maker-up  in  Charge;  Officeman  (Congressional  Printing) — G.  P.  O.;  Esti- 
mator and  Jacket  Writer,  G.  P.  O. ;  Printer  Officeman,  G.  P.  O. 

Compensation  for  Class 

Hourly:  f0.90 
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Title  of  Class  : 
MAKER-UP  IN  CHARGE 

Specifications  of  Class  7Md 

Under  supervision,  to  have  charge  of  and  direct  the  work  of  a  number  of 
employees  engaged  in  the  production  and  preparation  of  Jtype  matter  for  print- 
ing or  for  the  mal^ng  of  plates,  and  personally  to  perform  such  work;  to 
plan,  lay  out  and  assign  work ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common  school  education;  at  least  four  years'  experience  as  Journeyman 
printer;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:   Compositor;   Maker-up;   Proof  Reader;   Printer  Supplyman;    Printer 

Offlcemaa— G.  P.  O. 
To :  Assist&t  Foreman,  Printing  Section,  G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.95 


Tptle  of  Class  : 

ASSISTANT  FOREMAN,  PRINTING  SECTION— G.  P,  O. 

Specifications  of  Class  ^9Sf    qOO 

Duties: 

Under  general  supervision  of  the  Foreman,  to  have  immediate  supervision 
over  the  employees  of  the  Job,  the  Hand,  or  the  Library  section  of  the  Gov- 
ernment Printing  OfDce;  to  assist  and  instruct  workmen;  to  assist  In  dis- 
tributing the  work ;  to  perform  necessary  clerical  work ;  to  act  for  the  Foreman 
in  his  absence ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  at  least  five  years*  experience  as  a  Joum^man 
printer,  part  of  which  shall  preferably  have  been  in  the  Government  Printing 
Office ;  ability  to  keep  records ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Maker-Up  in  Charge. 

To:  Foreman,  Printing  Section — G.  P.  O. 

•  Compensation  for  Class 

Hourly:  $1.10 


801 


Title  of  Class: 

FOREMAN,  PRINTING  SEClftoN— G.  P.  O. 

Specifications  of  Class 
Duties:  , 

Under  general  supervision  of  the  Assistant  Superintendent  of  the  Printing 
Division,  Government  Printing  Office,  to  supervise  and  be 'responsible  for  bH 
work  of  the  Job,  Hand,  or  the  Library  section;  to  plan  and. distribute  work; 
and  to  perform  other  related!  work. 

Examples:  Supervising  production  of  various  kinds  of  Job  printing,  mis- 
cellaneous handwork,  or  general  printing  for  Library  of  Congress. 

Qualifications: 

Common-school  education ;  at  least  six  years'  experience  as  a  journeyman 
printer,  part  of  which  shall  preferably  have  been  in  the  Government  Print- 
ing Office;  thorough  knowledge  of  the  printing  trade;  and  supervisory  ability. 
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Priadpftl  LiBM  of  Piomotloa 

From :  Assistant  Foreman,  Printing  Section — O.  P.  O. 
To :  Assistant  Superintendent,  Printing  Division — O.  P.  O. 

Compensation  for  Class 

Annoal:  |8000 

TmjB  OF  Class  : 

FOREMAN,  MONET  ORDER  SECTION-^.  P.  O. 

Spedflcations  of  Class 
Duties: 

Under  general  supervision  of  the  Assistant  Superintendent  of  the  Printing 
Division,  Government  Printing  Office,  to  supervise  and  be  responsible  for  all 
work  of  the  Money  Order  Section ;  to  assist  and  instruct  workmen ;  to  plan  and 
distribute  work ;  to  keep  records ;  and  to  perform  other  related  work. 


8ojr 


Common-school  education;  at  least  six  year^*  experience  as  a  Journeyman 
printer,  pressman,  or  bookbinder,  part  of  which  shall  have  been  In  the  Govern- 
ment  Printing  Office;  knowledge  of  printing,  presswork,  and  binding;  and  super- 
visory abQlty. 

1  Priaeipal  Lines  of  Promotioii 

To :  AsslsCnt  Superintendent,  Printing  Division — G.  P.  O. ;  Assistant  Soperln- 
tendoit,  Presswork  Division— -O.  P.  O. 

Compensation  for  Class 

Annual:  $9000 

TiTUD  OF  Class  : 

OFFICEMAN  (CONGRESSIONAL  PRINTING)— O.  P.  O. 

SpedficaUoBs  of  Class  8  ()  2 

Duties:  ^^^ 

Under  supervision,  to  supply  Information  relative  to  the  progress  of  Con- 
gressional printing  work  being  pranced  in  the  Government  Printing  Office  and 
the  date  of  Its  delivery ;  to  keep  a  record  of  progress  in  the  production  of  bills, 
resolutions,  and  other  Government  documents;  and  to  perform  other  related 
work. 

Qualifieatioiis: 

Common-school  education;  extended  experience  as  a  practical  prints; 
thorough  familiarity  with  the  methods  of  the  Government  Printing  Office, 
especially  as  to  the  production  and  delivery  of  Congressional  printing  orders; 
and  good  address. 

Prineipal  Lines  of  Promotion 

From :  Comp^itor ;  Maker-Up ;  Proof  Reader. 

Compensation  for  Class 

Hourly:  $1.00 

Title  of  Ciass  : 

ESTIMATOR  AND  JACKET  WRITER-G.  P.  O, 

Specifications  of  Class  80^ 

Duties:  ^ 

Under  supervision  (1)  as  an  Estimator,  to  estimate  the  costs  of  composition, 
presswork,  paper,  binding,  ruling,  lithographing,  or  engraving;  to  determine 
the  typographical  appearance  of  work;  to  suggest  to  those  having  work  done 
items  of  saving  on  typesetting,  make-up,  imposition,  and  pickup " ;  to  furnish 
officials  with  estimates  of  number  of  pages  and  amount  of  composition  required ; 
to  supply  to  the  Superintendent  of  Documents  the  cost  at  which  public  docu- 
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ments  can  be  sold  without  loss;  to  supply  Information  concerning  costs  and 
progress  of  work  to  officials;  to  suggest  style  of  binding  best  suited  to  worlt: 
to  order  halftones  and  illustrations  according  to  required  sizes;  (2)  as  a 
Jacket  Writer,  to  make  out  and  be  responsible  for  the  worfc^  jacket,  covering 
all  operations  to  the  final  completion  of  the  work ;  and  to  perform  related  work 
as  required. 

Qualifications: 

Common-school  education;  not  less  than  six  years'  experience  as  a  jonmey- 
man  in  some  major  craft  involved  in  the  production  forces  of  the  Government 
Printing  Office;  intimate  knowledge  of  the  various  processes  In  the  printing 
business,  and  of  materials  used  in  printing  and  binding ;  ability  to  figure  costs 
and  to  writjl^ specifications ;  and  good  judgment. 

Principal  Lines  of  Promotion 

From;  Compositor;  Rotary  Pressman;  Bookbinder;  Maker-Up. 
To :  Chief,  Estimating  and  Jacket  Writing  Section — G.  P.  O. 

Compensation  for  Oass 

Hourly:  $1.00 

Title  of  Class  : 

CraEF,  ESTIMATING  AND  JACKET  WRITING  SECTION— 6.  P.  O. 

Specifications  of  Class  ^  (j  f* , 

Dntiea:  9 

Under  general  supervision  of  the  Manager  of  Work  of  the  Government 
Printing  Office,  to  direct  the  work  of  estimating  and  jacket  writing.  Involving 
the  making  of  estimates  as  to  the  cost  of  printing,  binding,  etc.,  and  the  writ- 
ing of  instructions  to  perform  such  work ;  to  confer  with  and  advise  representa- 
tives of  the  several  Government  departments  having  work  produced  In  the 
Government  Printing  Office;  to  keep  records  and  make  reports  to  the  Manager 
of  Work ;  and  to  perform  other  related  work. 

Qualifications: 

Oommon-s^ool  education;  at  least  two  years'  experience  as  an  estimator 
and  jacket  tvriter,  preferably  in  the  Government  Printing  Office;  broad 
knowledge  of  composition,  presswork,  bindinsr.  Illustration  work  and  material 
used  in  printing  and  binding ;  familiarity  wit^  the  laws  relative  to  printing  and 
binding  In  the  Government  Printing  Office;  ability  to  advise  and  direct  others. 

Principal  Lines  of  Promotion 

From :  Estimator  and  Jacket  Writer,  G.  P.  O. 

Compensation  for  Class 

Annual:  $3000 

Title  of  Class: 

LINOTYPE  OPERATOR 

Specifications  of  Class 
Duties: 

Under  supervision,  to  operate  a  linotype  machine,  involving  the  setting  of 
body  type  matter  and  display  lines:  to  make  simple  adjustments  and 
repairs  to  linotype  machines;  to  reset  lines  containing  errors;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common-school  education :  experience  as  a  journeyman  printer ;  a  pood 
understanding  of  English  grammar;  knowledge  of  linotype  machines  and  their 
use ;  speed ;  accuracy ;  some  mechanical  aptitude ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

To :    Assistant   Foreman,    Linotype    Section — G.   P.    O. ;    Linotype   Machinist- 
Operator;  Printer  Officeman  — G.  P.  O. 

Compensation  for  Class 

Hourly:  $0.90 


80fc 
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80* 

Lke  jmm 


rrnjc  OF  CuLss : 

LINOTYPE  MACHINIST-OPERATOR 

0S3  Spedfications  of  Class 

Duties: 

Under  supervision,  to  operate  a  linotype  machine;  to  make  minor  adjust- 
ments and  repairs  ordinarily  made  by  a  linotype  machinist;  to  set  linotype 
composition  for  Job  work;  to  make  changes  of  magazines  and  measures,  as 
required ;  to  keep  the  machine  in  perfect  running  order ;  and  to  perform  related 
work  as  required. 

Qualifications: 

Common-school  education,  preferably  with  trade  school  trainln'g;  practical 
experience  as  a  printer-operator,  with  knowledge  of  the  mechanism  of  linotype 
machines ;  knowledge  of  English ;  and  good  eyesight. 

Principal  Lines  of  Promotion 

From :  Linotype  Operator. 

To :  Assistant  Foreman,  of  Linotype  Section — G.  P.  O. 

Compensation  for  Class 

Hourly:  fO.96 

TnxE  OF  S^ss: 

LINOTTnS  MACHINIST'S  HELPER 

Speciflcationa  of  Class  Kflfl 

Duties:  UUp 

Under  supervision  of  a  Linotype  Machinist,  to  assist  in  making  repairs  and 
adjustment  and  in  keeping  the  machines  in  running  order;  to  feed  crucibles 
with  metal;  to  lubricate  machines;  to  do  necessary  cleaning  and  moving  of 
linotyi)e  magazines ;  and  to  perform  related  work  as  required. 

Qualifications: 

The  equivalent  of  at  least  two  years*  experience  In  the  Government  Printing 
Office  as  laborer;  mechanical  aptitude;  common-school  education;  and  good 
physical  condition. 

Principal  Lines  of  Promotion 

From:  Laborer 

To:  Linotype  Machinist 

Compensation  for  Oass 

Hourly:  $0.50-|0.eM0.70 

Title  of  Caass : 
LINOTYPE  BfACHINIST 

^  Specifications  of  Class  809 

Under  supervision,  to  make  repairs  and  adjustments  on  linotype  machines; 
to  make  new  parts ;  to  operate  lathe  and  grinder ;  to  assemble  parts ;  to  install 
machines;  to  keep  machines  in  good  operating  condition;  and  to  perform  re- 
lated work  as  required. 

Qualifications: 

Common-school  education,  preferably  the  prescribed  course  in  linotype  school ; 
necessary  apprenticeship  or  period  served  as  a  Linotype  Machinist's  Helper. 

Principal  Lines  of  Promotion 

From:  Linotype  Machinist's  Helper 
To:  Head  Linotype  Machinist. 

Compensation  for  Class 
Hourly:  |0.90 
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Title  of  Glass  : 

HEAD  LINOTYPE  MACHINIST 


SSp«ciflcatioiis  of  Class  ^Kl     9 If) 


Under  direction,  to  supervise  the  work  of  Linotype  Machinists  and  Linotype 
Machinists'  Helpers;  to  assign  the  work  and  be  responsible  for  the  repair  and 
running  condition  of  machines;  to  order  necessary  parts  and  supplies  fjr 
machines;  to  keep  records  and  make  reports;  and  to  perform  other  relatoil 
work. 

QaaUfications: 

Common-school  education,  preferably  with  trade-school  training ;  at  least  five 
years'  experience  as  a  Journeyman  linotype  machinist;  ability  to  keep  records 
and  prepare  imports;  and  supervisory  ability. 

PiineiiNkl  Lines  of  PromotioB 

From:  Linotype  Machinist. 

Compensation  for  Class 

Hourly:  $1.10 

TrrLE  OF  Class  : 

ASSISTANT  FOREMAN,  LINOTYPE  SECTION— G.  P.  O. 

SpecificatiiHis  of  Class  8 1 V 

Duties:      ^ 

Under  tl^  direction  of  the  Foreman,  to  assist  in  the  supervision  of  work 
in  the  Linotype  Section  of  the  Government  Printing  Office ;  to  advise  workmen ; 
to  distribute  work;  to  keep  records;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  not  less  than  five  years'  experience  as  a  Journey- 
man printer;  knowledge  of  the  operation  of  linotype  composition;  ability  to 
keep  records ;  and  some  supervisory  ability. 

Priaeipal  Lines  of  Promotion 

From:  Linotype  Operator;  Linotype  Machinist  Operator. 
To:  Foreman,  Linotype  Section — G.  P.  O. 

Compensation  for  Class 

Hourly:  $1.10  

Tjtle  of  Class  : 

FOREMAN,  LINOTYPE  SECTION— G,  P.  O. 

Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  the  work  of  the  Linotype  Section  in  the  Gov- 
ernment Printing  Office;  to  be  responsible  for  work  produced;  to  oversee  em- 
ployees; to  order  supplies  for  machinery;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  not  less  than  six  years'  experience  as  a  Journey- 
man printer ;  knowledge  of  linotype  machine  composition ;  familiarity  with  the 
Linotype  Section  of  the  Government  Printing  Office;  and  ability  to  direct  the 
work  of  others. 
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Principal  Lines  of  Promotion 

From :  Assistant  Foreman,  Linotype  Section — G.  P.  O. 
To :  Assistant  Superintendent,  Printing  Division — G.  P.  O. 

Compensation  for  Oass 

Annual:  $3000 


BSCiLASSIFIGATIOXr  OOMKISSION  BBPOBT — ^PABT  IL  886 

TnxB  OF  Glass  : 

MONOTYPE  KEYBOARD  OPERATOR 

^, .  Sp^eUlcfttloBs  of  ClsM  Q 1 Q 

Duties:  O  Ij^. 

Under  direction,  to  operate  the  monotype  keyboard  which  produces  perfora- 
tions on  a  roll  of  paper  used  In  the  type  casting  niHchine  In  the  production  of 
monotype  composition ;  and  to  perform  related  work  as  required. 

QaalllirJitfans: 

Common-school  education;  experience  as  a  journeyman  printer;  under- 
standing?  of  English ;  knowledge  of  monotype  keyboards ;  speed ;  accuracy ;  me- 
chanical aptitude;  and  good  eyesight 

Principal  Lines  of  Promotion 

To:  Assistant  Foreman*  Monotype  Section — G.  P.  O. ;  Printer  Offlceman — Q.  P.  O. 

Compensation  for  Class 

Hourly:  |0.90 

Title  of  Glass  : 
MONOTYPE  CASTERMAN 


Spedlcatlons  of  Class  8 1  lh 


Under  supervision,  to  operate  monotype  caster  machines;  to  adjust  rolls;  to 
change  molds;  to  make  simple  repairs  and  adjustments;  to  keep  the  muchiue 
running  smo^ly ;  and  to  perform  related  work  as  required. 

Qualification): 

Experience  of  at  least  two  years,  preferably  In  the  Gtovemment  Printing 
Office;  common-sciiool  education;  mechanical  aptitude;  good  physical  condition. 

Principal  Lines  of  Promotion 

Prom :  Laborer. 

To:  Monotype  Madiinist's  Helper. 

Compensation  for  Class 

Hourly:  $0.5M0.65-^.eO 
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Title  or  Class: 

MONOTYPE  MACHINIST'S  HELPER 

Speeificatiena  of  Class 
Dntiea: 

Under  Immediate  supervision,  to  assist  Monotype  Machinists;  to  diange 
molds,  wedges,  and  matrix  cases ;  to  drill  pumps  and  nozzles ;  to  size  and  align 
type ;  to  make  minor  adjustments  and  repairs ;  to  keep  records ;  to  issue  tools 
and  parts  for  repairs ;  and  to  perform  related  work  as  required. 

QualificatioBa: 

Not  less  than  three  years'  experience  as  a  monotype  casterman ;  mechanical 
ability;  and  common-sdiool  education. 

Principal  Linea  of  PromotiOB 

From :  Monotype  Casterman. 
To :  Monotype  Macliinlst 


Coipeaaatlon  for  Qaaa 


Hourly:  |0.65-¥0.70 
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Titus  of  Glass  : 
MONOTYPE  MACHINIST 

f'  Specifications  of  Class  ^  1 11 

Under  supervision,  to  make  adjustments  and  repairs  on  monotype  casting 
machines  and  monotype  keyboards ;  to  repair  broken  and  worn  parts ;  to  make 
changes  in  type  faces  and  body  sizes ;  to  rebuild  casting  machines ;  to  operate 
lathes;  to  clean  dross  from  pumps  and  nozzles;  to  restore  molds  to  proper 
height ;  to  test  and  distribute  matrices ;  to  inspect  keyboards ;  to  make  up  key- 
bars  by  filing,  fitting,  soldering,  and  assembling ;  to  operate  machines  for  cutting 
leads,  slugs,  and  rules;  to  adylse  and  instruct  castermen  and  macfalnist*s 
helpers  In  the  performance  of  their  duties;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education  and  preferably  a  course  in  trade  school ;  necessary 
apprenticeship  and  mechanical  aptitude. 

Principal  Lines  of  Promotion 

From:  Monotype  Machinists'  Helper. 
To :  Head  Monotype  Machinist. 

Compensation  for  Class 

Hourly:  $090 


TnxB  OF  Class  : 

HEAD  MONOTYPE  MACHINIST  O  i«» 

Specifications  of  Class  ^  J- T 

Duties: 

Under  supervision,  to  direct  the  work  of  Monotype  Machinists  and  Monotype 
Machinists*  Helpers  in  overhauling,  rebuilding,  repairing,  adjusting,  and  in 
keeping  monotype  machines  in  good  running  order;  to  assign  work;  to  keep 
records  and  make  reports;  to  make  requisitions  for  machine  parts;  and  to 
perform  other  related  work. 

Qualifications: 

Common-school  education,  preferably  with  trade  school  training;  at  least 
fiv^  years'  experience  as  a  journeyman  monotype  machinist;  ability  to  keep 
records  and  prepare  reports ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Monotype  Machinist. 

A  Compensation  for  Class 

Hourly:  $1.10 

Title  of  Culbs: 

ASSISTANT  FOREMAN,  MONOTYPE  SECTION— G.  P.  O. 

Specifications  of  Class  K 1  51 

Duties:  0±© 

Under  direction  of  the  Foreman,  to  supervise  the  work* of  the  Monotype 
Section  of  the  Government  Printing  Office;  to  advise  workmen;  to  distribute 
work;  to  keep  records;  to  assist  the  Foreman  generally  in  the  performance 
of  his  duties ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  not  less  than  five  years*  experience  as  a  journey- 
man printer;  knowledge  of  monotype  machine  composition  and  monotype  ma- 
chines; ability  to  keep  ordinary  records;  and  supervisory  ability. 
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Prineipal  Lines  of  Promotion 

From:  Monotype  Keyboard  Operator 
To:  Foreman,  Monotype  Section — 6.  P.  O. 

Compensation  for  Class 

Honrlr:  $1.10 

TiTLB  OF  CiAss: 

FOREMAN,  BtONOTYPE  SECTION— G.  P.  O. 

Speeiflcations  of  Class  8 1  rl 

Dntiss:  ^ 

Under  direction,  to  supervise  the  work  of  the  Monotype  Section  of  the 
Govermnenf^rinting  Office;  to  be  responsible  for  work  distributed  and  pro- 
duced ;  to  <^rsee  employees ;  to  order  supplies  for  machinery ;  and  to  perform 
related  work  as  required. 

QnalifieatiiHis: 

Common-school  education;  at  least  six  years'  experience  as  a  Journeyman 
printer;  knowledge  of  monotype  machines  and  monoty];>e  composition;  famil- 
iarity with  the  Monotype  Section  of  the  Government  Printing  Office;  and  super- 
Tlsory  abili^. 

Principal  Lines  of  Promotion  * 

From :  Assistant  Foreman,  Monotyx)e  Section — G.  P.  O.  . 
To:  Assistant  Superintendent,  Printing  Division — G.  P.  O. 

Compensation  for  Class 

Annual:  |8000 

TrriE  OF  CiASs : 

PLATEMANp  m^m       A 

^  Speeiflcations  of  Class  B99      oHO 

Duties: 

Under  supervision,  to  report  on  requisitions  for-  printing  received  as  to 
whether  plates  or  patterns  are  on  hand  and  as  to  the  condition  of  same;  to 
remake-up  book  plates  for  separates  and  extracts;  to  catalogue  and  index 
new  work  and  illustrations ;  to  supervise  the  destruction  of  plates ;  and  to  per- 
form related  work  as  required. 

QnaUfloitioiis: 

Common-school  education;  knowledge  of  stereotype,  electrotype  and  other 
plates  and  experience  in  handling ;  ability  to  keep  ordinary  records ;  and  good 
physical  condition. 

Principml  Lines  of  Promotion 


To:  Head  Plateman. 


for  Qass 


Hourly:  $0.85 

Trrus  of  Class  : 
HEAD  PI^TEMAN 

Specifications  of  Class  8  2  V 

Duties:  ^ 

Under  the  direction  of  the  Assistant  Superintendent  of  the  Printing  Division 
of  the  Government  Printing  Office,  to  supervise  the  receiving,  storing  and 
issuing:  of  all  electrotype  and  stereotype  plates ;  to  keep  a  record  of  all  plates 
sent  to  or  from  the  vault;  to  recommend  any  repairs  or  recasts  to  be  made; 
to  supervise  the  disposition  of  plates ;  and  to  perform  other  related  work. 
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QnalificatimiB: 

Oomnion-scbool  education;  experience  as  a  plateman;  thorough  knowledge 
of  electrotype,  stereotype,  and  other  plates ;  supervisory  ability ;  and  ability  to 
keep  records. 


From:  Plateman. 

Hourly:  $0.90 

Title  of  Cu^  : 
COPYHOLDER 


Prineipal  Lines  of  Promptioii 
Compensation  for  Class 


SpecUlcations  of  Class 


^^ 


Duties: 

Under  superrlsion,  to  read  the  copy  to  the  proof  reader  for  comparison  with 
the  prlnfed  matter  in  the  proof;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  experience  as  a  Joumesrman  printer  preferred; 
knowledge  of  English  composition;  clear  enunciation;  abili^  to  concentrate; 
accuracy ;  and  good  eyesight 


To:  Proof  Reader. 

Hourly:  |0.86 
Title  of  Class  : 
PROOF  READER 


Prineipal  Lines  of  Promotion 


Compensation  for  Class 


Duties. 


Cr3 


Specifications  of  Class 


828 


Under  superyision,  to  compare  proof  with  copy  and  to  indicate  on  the  proof 
any  corrections  of  typographical  or  grammatical  inaccuracies  to  be  made;  to 
revise  galley  and  page  proof;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  experience  as  a  journeyman  printer ;  familiarity 
with  proof  readers*  marks  and  symbols;  knowledge  of  English  composition; 
carefulness ;  and  good  eyesight. 


Principal  Lines  of  Promotion 

From:  Copyholder;  Compositor. 

To:  Head  Reviser;  Proof  Referee;  Copy  Editor;  Press  Reviser;  Printer  Of- 

iiceman.  G.  P.  C;  Maker-up  in  Charge;  Assistant  Foreman,  Proof  Section. 

G.  P.  O.;  Head  Copy  Editor;  Officemtin  (Congressional  PrinUng)— G.  P.  O. 


Compensation  for  Class 


Hourly:  (0.90 

TrrLE  OF  Clasi^: 
PROOF  REFEREE 

Duties:  4 


Specifications  of  Class 


82% 


Under  supervision,  to  advise  Proof  Readers  relative  to  typographical  In- 
accuracies, grammatical  errors,  etc.;  to  pass  upon  flniadied  work  of  Proof 
Readers ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  practical  experience  as  a  proof  reader ;  familiarity 
with  proof  readers'  marks  and  symbols;  knowledge  of  English  compositloa; 
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familiarity  with  the  requirements  of  style  and  special  instructionfl  gOYeming 
printing  for  Congress,  the  different  departments  and  other  Qoyemment  agencies. 


rooi  I 


Principal  Lines  of  Promotion 

From :  Prodf  Reader. 
To:  Head  Reviser;  Head  Copy  Editor;  Press  Reviser;  Assistant  Foreman, 
Proof  Section— O.  P.  O. 


Compensation  for  Gaas 
Hourly:  |0.96 


Tmx  OF  Claas: 
COPT  EDITOB 

Spodflcatlons  of  Claaa  ^9 tT 

Dotieo:  ^^3 

Under  supervision,  to  prepare  copy ;  to  correct  errors  of  orthography,  gram* 
mar,  fact,  etc.,  so  that  copy  may  be  easily  and  correctly  followed  by  the  machine 
operators,  compositors,  and  proof  readers;  to  indicate  the  size  and  style  of 
type  for  display  headings,  text,  quoted  matter  and  tables;  to  indicate  tlie 
capitalization,  punctuation,  abbreviations,  etc.,  required,  or  to  indicate  that 
the  Govemm^it  Printing  Office  style  shall  be  followed;  to  select  the  tsrpo* 
graphical  style  best  adapted  to  special  or  technical  work  and  to  indicate 
such  on  copx^  and  to  perform  other  related  work. 

QnalifieatioA: 

Common-school  education ;  practical  experience  as  a  proof  reader  or  printer ; 
familiarity  with  tjrpSe  sizes,  styles,  and  printing  measurements  used  in  Qov- 
emment  printing;  knowledge  of  Bnglish  composition;  good  eyesight;  and 
adaptability. 

Principal  Lines  of  Promotion 

From :  Proof  Reader. 

To:  Assistant  Foreman,  Proof  Section — O.  P.  O.,  Head  Copy  Editor;  Head 
Reviser. 

Compensation  for  Class 

Hourly:  $1.00 

TrruB  OF  Class: 
PRESS  REVISER 

Specifications  of  Class  C^Ct^ 

DotiM:  ^^w 

Under  supervision,  to  pass  on  work  before  it  goes  to  press;  to  check  cor- 
rections made  by  proof  reader;  to  note  If  stock  has  been  cut  to  proper  size, 
has  proper  line-up  and  margins,  and  is  correctly  ruled,  etc.;  to  approve  the 
position  on  sheet  of  the  printed  matter;  to  approve  the  binding,  trimming,  or 
punching  margins ;  to  approve  the  Imposition  of  forms,  or  order  reimposltlons ; 
and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  knowledge  of  E^nglish;  experience  as  a  journey- 
man printeO together  with  a  general  knowledge  of  presswork  and  binding; 
carefulness  JUiccuracy;  and  adaptability. 

Principal  Lines  of  Promotion 

From :  Proof  Reader ;  Proof  Referee. 

To :  Assistant  Foreman,  Proof  Section — G.  P.  O. 

Compensation  for  Class 
Hourly:  fl.00 
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Title  of  Class: 
HEAD  REVISER 

Specifications  of  Class  O/^V 

Duties:  ^ 

Under  supenrislon,  to  receive,  record  and  schedule  work  to  be  reTiaed;  to 
keep  work  in  proper  order;  to  distribute  work  to  proof  readers;  to  keep 
records ;  to  assist  the  Head  Copy  Editor  and  in  his  absence  to  act  for  him ;  and 
to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  practical  experience  as  a  proof  reader ;  familiarity 
with  proof  readers*  marks  and  symbols ;  and  knowledge  of  English  composition. 

Principal  Lines  of  Promotion 

From :  Proolflleader ;  Proof  Referee ;  Copy  Editor. 

To :  Head  Copy  Editor ;  Assistant  Foreman,  Proof  Section — G.  P.  O. 

Compensation  for  Class 

Hourly:  $1.00 

Trnjs  OF  Class  : 
HEAD  COPT  EDITOR 

Spedflcations  of  Class  82]? 

Datiea:  ^ 

Under  supervision^  to  advise  Copy  Editors,  Proof  Referees,  Proof  Readers,  and 
others  in  the  details  of  the  work  of  the  Proof  Room  of  the  Government  Printing 
Office;  to  examine  and  approve  the  "dummy"  as  to  the  gathering  and  as  to 
the  proper  location  of  illustrations,-  maps,  and  pasters  in  bookwork  for  the 
bindery ;  to  make  decisions  involving  questions  of  style,  typograpliy;  and  econ- 
omy of  matter  to  be  printed;  to  supervise  the  indexing  and  filing  of  pnatB; 
to  keep  records;  to  make  decisions  in  regard  to  Patent  Office  composition;  and 
to  perform  other  related  work. 

Qnalifications: 

Common-school  education ;  experience  as  a  Journeyman  printer,  with  extended 
experience  as  a  proof  reader ;  some  knowledge  of  binding  and  presswork ;  knowl- 
edge of  English  composition  and  of  the  detail  methods  of  the  Proof  Section  of 
the  Government  Printing  Office;  and  ability  to  advise  others  in  the  work. 

Principal  Lines  of  Promotion 

From:  HeadUitevlser;  Copy  Editor;  Proof  Reader;  Proof  Referee. 
To:  Foreman,  Proof  Section — G.  P.  O.;  Assistant  Foreman,  Proof  Sectton — 
G.  P.  O. 

Compensation  for  Class 
Hourly:  $1.05 


Titlb  of  Class  : 

ASSISTANT  FOREMAN,  PROOF  SECTION— G.  F.  O. 

Specifications  of  Class  od^a 

Duties:  ^ 

Under  the  direction  of  the  Foreman  of  the  Proof  Section  of  the  Government 
Printing  Office,  to  keep  records  of  work ;  to  distribute  work  to  employees  of  the 
section ;  to  exercise  supervision  over  employees ;  to  act  for  the  Foreman  In  his 
absence ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  not  less  than  five  years*  experience  as  a  proof 
reader;  thorough  knowledge  of  English  composition;  ability  to  keep  records;        J 
and  supervisory  ability.  ' 
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Prindpal  LiiieB  of  Promotion 

From :  Head  Copy  Editor ;  Head  Reviser ;  Proof  Referee ;  Proof  Reader ;  Ck>p7 

Editor ;  Press  Reviser. 
To:  Foreman,  Proof  Section—G.  P.  O. 

Compensation  for  Class 
Houiy:  fl.lO 

Title  of  Glass: 

FOREMAN,  PROOF  SECTION-^.  F.  O. 

Specifications  of  Class  BSO    8^0 

Duties:  ^^^^^ 

Under  direction,  to  supervise  and  to  be  responsible  for  the  work  of  the 
Proof  Section  of  the  Government  Printing  Office ;  to  plan  and  distribute  work ; 
to  advise  and  direct^  Proof  Readers  and  other  employees ;  to  maintain  discipline ; 
and  to  perform  other  related  work. 

QnaMcations: 

Common-school  education;  not  less  than  six  years'  experience  as  a  Journey- 
man printer  and  in  proof  reading  and  editorial  work,  preferably  in  the  Govern- 
ment Printing  Office;  thorough  Imowledge  of  English  composition;  and  super- 
Tisory  ability. 

Principal  Linos  of  Promotion 

From:  Assistunt  Foreman,  Proof  Section — G.  P.  O.;  Head  Copy  Editor. 
To:  Assistant  Superintendent,  Printing  Division — G.  P.  O. 

Compensation  for  Class 
Annual:  93000 

TrrLB  OF  Class: 

ASSISTANT  SUPERINTENDENT,  PRINTING  DIVISION-^.  P,  0. 

Spocificatioiis  of  Class  8  •  k  4 

Under  the  Superintendent  of  the  Printing  Division,  Grovemment  Printing 
Office,  to  have  direct  supervision  of  the  work  performed  in  the  various  sections 
of  the  division ;  to  receive  and  distribute  work ;  to  see  that  such  work  is  done 
according  to  qpiedflcations  and  completed  in  the  allotted  time;  and  to  perform 
other  related  work.  ' 

QaaUficntlons: 

Common-school  education ;  at  least  eight  years'  experience  as  a  journeyman 
printer,  part  of  which  shall  have  been  spent  in  a  responsible  capacity,  preferably 
in  the  Government  Printing  Office;  thorough  knowledge  of  all  phases  of  the 
printing  trade;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Foreman,  Printing  Section — G.  P.  O. ;  Foreman,  Monotype  Section — 
G.  P.  O. ;  Foreman,  Linotype  Section—G.  P.  O. ;  Foreman  Proof  Section — 
G.  P.  O. 

To:  Superintendent,  Printing  Division  and  Assistant  Manager  of  Work  (day) — 
G.  P.  O.  ^ 

Compensation  for  Class 

Annoal:  $3^ 

Title  of  Ciass  : 

SUPERINTENDENT  PRINTING  DIVISION  AND  ASSISTANT  MAN- 
AGER OP  WORK  (DAY)— G.  P.  O. 

Specifications  of  Class  ^1^9 

Duties:  ^^A 

Under  general  direction,  to  be  responsible  for  all  work  produced  in  the  vari- 
ous sections  of  the  Printing  Division  of  the  Government  Printing  Office;  to 
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supervise  the  work  of  the  Assistant  Superintendent  of  the  division,  the  Fore- 
men, Assistant  Foremen,  and  other  employees  of  the  various  sections;  to 
assist  the  Manager  of  Work  in  the  performance  of  his  duties,  and  to  act  for 
him  in  his  absence;  to  make  reports  and  recommendations  to  superior  officers; 
to  act  as  a  member  of  the  Board  of  Inspection  which  inspects  material  and 
machinery  purchased  for  printing,  and  condemns  printing  supplies  and  ma- 
chinery ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  extended  and  responsible  experience  as  a 
journeyman  printer,  part  of  which  shall  have  been  in  a  supervisory  capacity, 
preferably  ¥i^M  Government  Printing  Office ;  ability  to  handle  men ;  and 
thorougli  knWMlle  of  all  phases  of  the  printing  trade. 

Principal  Lino  of  Promotion 

From :  Assistant  Superintendent,  Printing  Division — G.  P.  O. 

To:  Assistant  Manager  of  Work  (night)— G.  P.  O. ;  Manager  of  Work— G. P.O. 

Compensation  for  Class 

Annual:  (4200 

OTHER  CLASSES  IN  THE  PRINTING  TRADE  SERVICE 


TnxE  OF  Class  : 

HELPER-r-G.  P.  0,  ^ 

Specifications  of  Class  OuM 

Duties:  ^ 

Under  immediate  supervision,  to  perform  miscellaneous  routine  and  minor 
clerical  work  in  the  Government  Printing  Office  above  that  of  a  laborer. 

Examples:  Tracing  shortage  of  work;  laying  out  work  to  be  gathered  by 
hand;  making  up  dummies;  setting  and  adjusting  wire  stitcher;  distributing 
bills,  documents,  and  reports  to  departments  and  Congress  according  to 
schedules;  lounting  and  boxing  printed  work;  wrapping  and  addressing  fin- 
ished work* keeping  deHvery  records;  securing  paper  for  pressman;  operating 
form  lifts  or  an  ink  mill;  weighing  oils  and  dry  colors  for  ink  making;  look- 
ing after  the  delivery  of  book,  Job,  and  confidential  work;  indexing,  filing,  col- 
lating copy  and  proofs ;  storing  plates  in  vault. 

Qualifications: 

Common -school  education;  at  least  one  year's' experience  as  a  laborer; 
adaptability;  some  clerical  ability;  mechanical  inclination;  and  good  physical 
condition. 

Principal  Lines  of  Promotion 

From:  Laborer. 

To:  Folding  and  Gathering  Machine  Operator;  Signature  Pressman;  Bindery- 
man  ;  Leather  Cutter. 

Compensation  for  Class  .  . 

Hourly:  $0.55-10.0040.66. 


Title  of  Class  : 

MACHINE  OPERATOR  (UGHT) 

Specifications  of  Class  SfiRk 

Duties:  ^v^T" 

Under  immediate  supervision,  to  operate  light-running  machines  used  ia 
book,  pamphlet,  or  other  bindery  work,  or  in  the  manufacture  of  Government 
securities,  stamps,  and  certificates,  such  as  cancelling  machines,  book-aewing 
machines,  trimming  machines,  perforating  machines,  numbering  machines, 
stitching  mA(;hines,  or  to  assist  in  operating  a  wetting  machine,  or  a  gumming 
machine;  when  necessary,  to  count  and  examine;  and  to  perform  related  work 
as  required. 
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Quallficatioiui: 

Common-school  education;  ability  to  operate  llght-mnniniT  machines  and 
make  minor  adjuatments  tiiereto ;  accuracy ;  and  good  physical  condition. 

PrindiMd  Lines  of  Promotlaii 

From :  Under  Counter ;  Plate  Printer's  Assistant. 

To :  Paper  Security  Examiner ;  Bindery  Supervisor — Q.  P.  O. 

Compensation  for  Class 

Hourly:  $0.45-40.50-|0.55 

Title  of  Ciass  : 

PAPER  CUTTING  MACHINE  OPERATOR 

Spedflcatlons  of  Class  Ooft 

Duties:  ^ 

Under  supervision,  to  operate  a  power  paper-cutting  machine;  to  cut  paper 
or  other  stock  as  required ;  to  care  for  and  make  adjustments  of  the  machine ; 
to  make  calBlations  and  to  check  the  cutting  of  stock  to  eliminate  waste;  to 
deliver  or  pack  stock  as  requisitioned;  and  to  perform  related  work  as  re- 
quired. 

Qualifications: 

Not  less  than  three  years'  practical  experience  in  handling  and  cutting  paper 
stock;  thorough  knowledge  of  paper-stock  sizes,  and  cutting  methods;  ability 
to  operate  and  adjust  a  power  paper-cutting  machine,  and  accurately  compute 
CTittin£^  siases;  carefulness;  common-school  education;  and  good  physical  con- 
dition. 

Principal  Ldnes  of  Promotion 

From :  Shop  Porter. 

Compensation  for  Class 

Hourly:  |0.70 

Title  of  Class:  ' 

HTDRAUUC  AND  PLATER  PRESS  OPERATOR 

Spedflcations  of  Class 
Duties: 

(Jnder  immediate  supervision,  in  the  Bureau  of  Engraving  and  Printing,  to  op* 
erate  a  hydraulic  or  plater  press  used  in  pressing  paper  money,  bonds  and  other 
GovemmenlOecurities  and  certificates  or  other  material ;  to  make  the  necessary 
adjustmentMo  presses ;  to  place  bundles  or  "  forms  "  of  paper  money  or  other 
securities,  packed  in  press  boards,  in  place  for  pressing;  and  to  perform 
related  work  as  required. 

QnaHllcations: 

Common-school  education;  some  experience  in  the  work  of  preparing  paper 
or  other  material  for  pressing  desirable;  a  general  knowledge  of  pressing  or 
boiling  machines;  carefulness;  integrity;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Shop  Porter. 

Compensation  for  Class 

Hourly:  904S5-|0.dO-|0.65 


836 


Title  of  Class: 

HYDRAULIC  AND  PLATER  PRESS  PACKER 

Specifications  of  Class 
Duticfl: 

Under  immediate  supervision,  in  the  Bureau  of  Engraving  and  Printing,  to 
place  one  or  more  sheets  of  p^per  money,  bonds,  stamps,  or  other  securities 


S3» 
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between  sheets  of  press  board  until  a  given  number  are  so  placed ;  after  sheets 
are  sufficiently  pressed,  to  remove  them  from  press  boards;  to  make  dally 
reports;  and  to  perform  related  work  as  required. 

Qualifications: 

CJommon-school  education;  some  experience  In  the  productive  work  of  tbe 
Bureau  of  Engraving  and  Printing,  or  equivalent  experience  elsewhere  de- 
sirable ;  and  good  physical  condition. 

Principal  Lines  of  Promotion 

From:  Money  and  Tissue  Separator. 
To:  Under  Counter. 

Compensation  for  Oass 
Hourly:  |0.45 

Title  of  Class  :  ^ 

MONET  AND  TISSUE  SEPARATOR 

Specifications  of  Clan  §  3^ 

JL/uUCS* 

Under  the  immediate  supervision  of  a  Forewoman  or  an  Assistant  Fore- 
woman in  the  Bureau  of  Engraving  and  Printing,  to  remove  the  "tissues" 
from  the  printed  impressions  of  money,  bonds,  or  other  securities;  and  to 
perform  related  work  as  required. 

Qualifications: 

Common-school  education;  some  experience  as  a  Plate  Printer's  Assistant 
desirable ;  integrity ;  carefulness ;  and  physical  endurance. 

Principal  Lines  of  Promotion 

From:  Plate  Printer's  Assistant 

To :  Under  Counter ;  Hydraulic  and  Plater  Press  Packer. 

Compensation  for  Claas 
Hourly:  |0.45 


838 


0  

Title  of  Class  : 

PAPER  SECURITT  EXAMINER 

Specifications  of  Class 

Dntlca: 

Under  immediate  supervision,  to  count  and  examine  for  imperfections  in 
printing  and  material  and  assort  the  paper  money,  bonds,  stamps,  and  other 
securities  and  certificates  made  in  the  Bureau  of  Engraving  and  Printing;  to 
remove  the  Imperfect  impressions;  to  xerity  packages  of  securities  as  to  the 
correct  number  of  sheets,  denominations  and  sequence  of  numbers;  to  keep 
the  necessary  records;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  previous  experience  in  the  production  of  paper 
securities  and  certificates  desirable;  speed;  accuracy;  good  eyesi^t;  in- 
tegrity ;  and  physical  endurance. 

Principal  Lines  of  Promotion 

From:  Under  Counter;  Machine  Operator  (light) ;  Plate  Printer's  Assistant 
To:  Assistant  Forewoman — B.  E.  &  P. 

Compensation  for  Class 
Hourly:  |0.50-|0.56 
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Trrix  OT  Glass  : 

PAPER  SECURITT  REFEREE 

Spccificatioiu  of  Class  ffiPl    J^Il/) 

Dntiss:  ^^    "  ^^ 

Under  tbe  supervlsioii  of  the  Superintendent  of  the  Examining  Division  In 
the  Bureau  of  Engraving  and  Printing,  to  be  responsible  for  the  final  ex- 
amination of  all  United  States  Government  securities;  to  pass  upon  their  fit- 
ness for  circulation;  to  supervise  the  report  of  daily  spoilage;  to  review  the 
final  charge  for  excess  spoilage  of  the  Printing  Division;  to  confer  with  the 
Foreman  of  ]Printing  Sections  and  other  employees  concerning  excess  spoilage; 
and  to  perform  other  related  work. 

QnalificatiiHis: 

Common-school  education;  experience  as  a  practical  plate  printer;  ability 
quickly  to  detect  Imperfections  in  plate  printing  and  to  determine  the  cause 
and  suggest  a  remedy ;  good  Judgment ;  and  Integrity. 

Piincipal  Lines  of  Promotion 

From :  Steel  and  Copper  Plate  Printer. 

Compensation  for  Class 

Hourly:  90.85 

Title  of  Class: 

STAMP  GUMMING  PRESSMAN 

Specifications  of  Class  Sslik 

DntieB:  ^  ^  • 

Under  supervision,  to  operate  the  gumming  apparatus  of  an  Intaglio  web 
printing  press  or  a  stamp  gumming  madiine  in  the  Bureau  of  Engraving  and 
Printing,  which  distributes  the  adhesive  gumming  solution  over  backs  of  postage 
stamps  or  other  paper  material ;  and  to  perform  other  related  work. 

QnaMcatl^M; 

# 

Not  less  than  three  years'  practical  experience  in  work  involved  in  the  gum- 
ming of  stamps  or  other  materials;  common-school  education;  knowledge  of 
gum  solutions;  familiarity  with  gununlng  machines;  ability  to  make  machine 
adjustments ;  and  physical  endurance. 

Principal  Lines  of  Promotion 

From :  Shop  Porter ;  Wetting  Machine  Operator. 

To :  Assistant  Superintendent,  Stamp  Gumming  Division,  B.  E.  &  P. 

Compensation  for  Class 
Hourly:  |0.66 


842 


Tttle  of  Class: 

ASSISTANT  FOREWOMAN— B.  K  &  P. 

Specifications  of  Class 
Duties: 

To  assist  a  Forewoman  in  the  Bureau  of  Engraving  and  Printing,  in  the 
supervision  of  the  work  of  a  group  of  employees,  or  a  section  in  the  Bureau ;  to 
instruct  employees  in  the  performance  of  their  duties;  to  keep  the  necessary 
records;  and  to  perform  related  work  as  required. 

Examples:  Assisting  in  the  supervision  of  paper  security  counting,  examin- 
ing, sepa^ting  and  numbering;  supervising  stamp  packing  and  stamp  gum- 
ming.     \ 

Qoaliiications: 

Common-school  education;  not  less  than  four  years'  experience  in  the  pro- 
duction work  of  the  Bureau  of  Engraving  and  Printing;  supervisory  ability; 
integrity ;  carefulness ;  and  ability  to  keep  ordinary  records. 
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Prineipal  Lium  of  Promotion 

From:  Paper  Security  Examiner. 
To:  JTorewfmaM-B.  B.  &  P. 


Compensation  for  Class 

Hourly:  $0.eO 

Title  of  Glass: 
FOREWOMAN— B.  E.  &  P. 


843 


Specifications  of  Class 
Duties: 

Under  general  supervision,  to  direct  and  be  responsible  for  tlie  wixic  of  a 
section  of  the  Bureau  of  Engraving  and  Printing ;  to  instruct  other  employees 
personally  or  through  the  Assistant  Forewoman  in  the  performance  of  their 
duties;  and  to  perform  related  work  as  required. 

Examples:  Supervising  paper  security  counting,  examining,  separating,  and 
numbering ;  supervising  stamp  packing  and  stamp  gumming. 

Qualifications; 

Common-school  education ;  not  less  than  five  years*  experience  in  the  pro- 
ductive work  of  the  Bureau  of  Engraving  and  Printing;  supervisory  ability, 
Integrity,  carefulness ;  and  clerical  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Forewoman — ^B.  E.  &  P. 

To:  Assistant  Superintendent,  Miscellaneous  Division — ^B.  B.  &  P. 

Compensation  for  Qass 

Hourly:  |0.65 

Title  of  Class  : 

ASSISTANT  FOREMAN,  MISCELLANEOUS  SECTION— B.  E.  &  P. 

Specifications  of  Class  o4fp 

Duties:  * 

To  assist  the  Foreman  in  distributing  work  and  assigning  to  employees  their 
different  tasks  In  a  section  of  the  Numbering,  Examining,  Stamp  Perforating, 
Stamp  Gumming,  Book  and  Coil  or  Stamp  Packing  Division  of  titie  Bureau  of 
Engraving  and  Printing;  to  recommend  means  of  improving  working  conditions; 
to  assist  in  the  supervision  of  the  drying  of  freshly  printed  securities ;  to  regu- 
late steam  pressure  and  air  circulation  in  the  drying  process;  to  keep  die 
necessary  records;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years*  experience  in  the  pro- 
ductive work  of  the  Bureau  of  Engraving  and  Printing;  supervisory  ability; 
and  good  physical  condition. 

Principal  Lines  of  Promotion 

From : 

To :  Foreman,V  Miscellaneous  Section — ^B.  E.  &  P. 

Compensation  for  Class 

Hourly:  $0.70 

Tttle  of  Class: 

FOREMAN,  MISCELLANEOUS  SECTION-— a  E.  &  P. 

Specifications  of  Class  O^^^^ 

Duties:  w 

Under  the  direction  of  the  Superintendent  of  the  Numbering,  Examining, 
Stamp  Perforating,  Stamp  Gumming,  Book  and  Coil,  or  Stamp  Packing  Divi- 
sion, in  the  Bureau  of  Engraving  and  Printing,  to  be  responsible  fbr  the  work 
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of  a  section  engaged  in  a  process  necessary  in  the  finishing  of  Govemmenf 
securities  and  certificates ;  to  snperviae  the  receipt,  storing,  packing,  and  move 
ment  of  such  securities  and  certificates;  to  distribute  work;  to  supervise  thi. 
drying  of  freshly  printed  securities;  to  keep  the  necessary  records;  and  tv 
perform  related  work  as  required. 

Qna]ilic«ti<nui: 

Common-school  education ;  not  less  than  four  years'  experience  in  the  pro- 
ductive work  of  the  Bureau  of  Engraving  and  Printing;  ability  to  supervise 
work  and  to  keep  records. 

Principal  Lin^  of  Promotioii 

From :  Assistant  Foreman.  Miscellaneous  Section — B.  E.  &  P. 
To:  Anstant  Superintendent,  Miscellaneous  Division — ^B.  E.  &  P. 

Compensation  for  Class 
Hourly:  faSO 


Name  qv  Gxodp  of  Classes  : 

ASSISTANT  SUPERINTENDENT,  MISCELLANEOUS  DIVISION— B.  B. 
&P. 

Tttles  of  Tttical  Classes  in  Obottp  : 

Assistant  Saperintendent»  Nnmbering  Division — B.  B.  &  P. 
Assistant  Snperintendent»  Examining  Division — ^B.  B.  &  P. 
Assistant  Superintendent,  Stamp  Perforating  Division — B.  &  ^  P, 
Assistant  Superintendent,  Stamp  Gamming  Divisiim — B.   E.   &   P. 
Assistant  Superintendent,  Book  and  Coil  Division— B.  E.  A  P. 
Assistant  Superintendent,  Stamp  Packing  Division — ^B.  E.  &  P. 

Spediications  of  Classes  in  Group  8  4  O 

Duties: 

To  assist  in  the  supervision  of  the  work  of  a  division  in  the  Bureau  of  En- 
graving and  Printing  engaged  in  the  finishing  processes  of  the  manufacture  of 
Government  securities,  stamps,  and  certificates;  to  distribute  work;  to  assist 
In  the  instruction  of  employees ;  to  keep  records ;  and  to  perform  related  work 
as  required. 

Examples:  Assisting  the  Superintendent  of  the  Division  in  supervising  the 
work  of  num^rlng  Government  securities  and  certificates,  the  manufacture  of 
postage  staM  books,  the  examining  and  counting  of  all  securities  and  certificates 
produced,  the  perforating  of  postage  stamps,  or  the  gumming  or  packing  of 
stamps. 

Common  Qualifications: 

Common-sctiool  education ;  familiarity  with  the  work  of  the  Bureau  of  En- 
graving and  Printing;  supervisory  ability;  integrity;  and  ability  to  keep  ordi- 
nary records. 

Special  Qualifications: 

Not  less  than  four  years'  experience  in  the  productive  work  of  the  Bureau, 
preteably  in  the  division  to  which  assigned,  as  Indicated  tiy  the  title  of  that 
class. 

Prindpal  Lines  of  Promotion 

From :  Forewoman,  B.  B.  &  P. ;  Foreman,  Miscellaneous  Section — ^B.  B.  &  P. 
To:  Superintendent,  Miscellaneous  Division — B.  B.  ft  P. 

Compensation  for  Classes  in  Gronp 

Annual:  $1800-^1920-92040 
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Name  of  Gbotjp  of  Olassss  : 

SUPERINTENDENT,  MISCELLANEOUS  DIVISION— B.  E.  &  P. 

TrriBS  OF  Typical  Classes  in  Gbotjp  : 

Superintendent,  Numbering  Diyision — B.  E.  &  P. 
Superintendent,  Examining  Diyision — ^B.  E.  &  P. 
Superintendent,  Stamp  Perforating  Division — ^B.  E.  &  P. 
Superintendent,  Stamp  Gumming  Division — B.  E.  &  P. 
Superintendent,  Boole  and  Coil  Division — B.  E.  &  P. 
Superintendent,  Stamp  Packing  Division — B.  E.  &  P. 

Specifications  of  Classes  in  Group  rs  4  v 

Duties:  ^ 

Under  general  direction,  to  supervise  and  be  responsible  for  the  work  of  a 
division  in  the  Bureau  of  Engraving  and  Printing  engaged  in  the  finishing  pro- 
cesses of  the  manufacture  of  Government  securities,  stamps,  and  certificates;  to 
assign  work ;  to  Instruct  employees  In  the  performance  of  their  duties ;  to  make 
reports  and  recommendations ;  and  to  perform  other  related  work. 

Examples:  Supervising  the  numbering  of  Government  securities  and  cer- 
tificates, the  manufacture  of  postage-stamp  books,  the  examining  and  counting 
of  all  securities  and  certificates  produced,  the  perforating  of  postage  stamps, 
the  gumming  or  packing  of  stamps. 

Common  Qualifications: 

Common-school  education ;  familiarity  with  the  work  of  the  Bureau  of  En- 
graving and  Printing ;  administrative  ability ;  and  integrity. 

Special  Qualifications: 

Not  less  than  five  years*  experience  in  the  productive  work  of  the  Bureau, 
preferably  In  the  division  to  which  assigned,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

« 

From :  ^ijsslstant  Superintendent,  Miscellaneous  Division — ^B.  B.  &  P. 

Compensation  for  Classes  in  Group 

Annual:  $228M240(>42520 


Title  of  Class  : 

WETTING  MACHINE  OPERATOR 

Specifications  of  Class  On:  Q 

Duties: 

Under  Immediate  supervision,  to  operate,  adjust,  feed,  oil,  and  clean  one  or 
more  power  driven  machines  used  in  the  dampening  of  paper  for  the  printing 
of  paper  money,  bonds,  and  other  Government  securities  and  certificates,  in 
the  Bureau  of  Engraving  and  Printing;  and  to  perform  related  work  as  re- 
quired. 

Qualifications: 

Common-school  education;  not  less  than  one  year's  experience  in  any  work 
involved  in  dampening  paper;  ability  to  adjust  and  control  the  various  feeds: 
general  knowledge  of  wetting  machines;  carefulness;  and  integrity. 

Principal  Lines  of  Promotion 

From :  Tankman ;  Shop  Porter. 

To :  Foreman,  Paper  Wetting  Section — ^B.  E.  &  P. 

Compensation  for  Class 
Hourly:  |0.60-^.6&-^.fi0 
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Title  of  Culss  : 

FOREBIAN,  PAPER  WETTING  SBCTION^B.  E.  &  P. 

Specifications  of  Class  849 

Daticfl:  w 

Under  direction,  to  supervise  tlie  operations  necessary  in  the  moistening;  of 
paper  used  in  the  process  of  plate  printing  Government  money,  bonds,  securi- 
ties, certificates,  and  other  plate-printed  products ;  and  to  perform  related  work 
as  required. 

Qualificatiaiis: 

Gommooi^cbool  education;  not  less  than  three  years'  experience  in  the  pro- 
ductive work  of  the  Bureau,  preferably  in  the  Wetting  Division;  and  super- 
visory ability. 

Principal  Lines  of  Promotion 

Prom :  Wetting  Machine  Operatoi^-B.  B.  &  P. 

To:  Assistant  Superintendent,  Paper  Wetting  Division — ^B.  E.  &  P. 

Compensation  for  Class 

Hourly:  |0.65 

Tttle  of  Clabs  : 

ASSISTANT   SUPERINTENDENT,    PAPER   WETTING    DIYISION^B. 
E.  &  P. 

Specifications  of  Class  G^S    SS^ 

Duties:  ^^/^ 

To  assist  the  Superintendent  of  the  Paper  Wetting  Division  in  the  supervision 
of  the  wor^bf  counting,  wetting,  and  otherwise  treating  paper  used  in  the 
manufacture  of  Government  securities ;  to  assign  work  to  employees ;  to  advise 
and  direct  employees  in  the  performance  of  their  duties;  to  keep  the  neces- 
sary records  and  make  reports;  to  act  for  the  Superintendent  in  his  absence; 
and  to  perform  related  work  as  required. 

Qaalifications: 

Common-school  education;  at  least  five  years'  experience  in  the  productive 
work  of  the  Bureau,  with  an  Intimate  knowledge  of  paper  wetting  and  plate 
printing;  ability  to  keep  ordinary  records  and  make  reports;  and  supervisory 
abUity. 

Principal  Lines  of  Promotion 

From:  Foreman,  Paper  Wetting  Section — ^B.  E.  &  P. 
To:  Superintendent,  Paper  Wetting  Division— B.  E.  &  P. 

Compensation  for  Class 

Hourly:  |0.86 

Tttlb  of  Class  : 

SUPERINTENDENT.  PAPER  WETTING  DIVISION— B.  E.  &  P. 

Specifications  of  Class  85 « 

Duties:  ^ 

Under  the  direction  of  the  Assistant  Director  of  the  Bureau  of  Engraving 
and  Printing,  to  supervise  and  be  responsible  for  the  work  of  counting,  wetting 
and  the  necessary  treatment  and  care  of  the  paper  used  in  plate  printing,  on 
which  are  produced  United  States  Government  securities  and  other  plate 
printed  products;  to  make  reports  and  recommendations  to  the  Assistant  Di- 
rector; and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  at  least  six  years*  experience  In  the  productive 
work  of  the  Bureau,  with  an  intimate  knowledge  of  paper  wetting  and  plate 
printing;  good  Judgment;  and  administrative  ability. 
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Principal  Lino  of  Promotioii 

From :  Assistant  Superintendent,  Paper  Wetting  Diyi8i<m— B.  B.  4  P. 

p 

V«  Compensation  for  Class 

Annual:  $2520 


Title  of  Glass: 

FOREMAN,  METAL  MIXING  SECTI0N--6.  P.  O. 

Spedfleations  of  Class 
Datios: 

Under  the  general  supervision  of  the  Manager  of  Work  in  the  GoTondmeBt 
Printing  OflSce,  to  supervise  the  melting  and  casting  of  metals  into  ingots  for 
use  in  linotype  and  monotsrpe  machines;  to  mix  new  metals;  to  supervise  the 
operation  of  smelting  furnaces ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  several  years'  experience  as  a  metal  mixer; 
thorough  knowledge  of  metal  and  metal  mixtures  used  in  linotype  or  mono- 
type machines ;  and  supervisory  ability. 

Compensation  for  Class 
Hourly:  $0.90 


Titus  of  Crfsilr 

BUBBER  STAMP  MAKER 

Specifications  of  Claaa  853 

Duties:  « 

Under  supervision,  to  make  rubber  stamps  for  the  Department  of  Agricul- 
ture, including  the  vulcanizing  and  curing  of  the  rubber;  to  mount  snch  rub- 
ber stamps  and  to  distribute  them  to  the  different  bureaus ;  to  set  type ;  to  read 
proof ;  to  lock  up  forms  and  to  make  molds  from  the  type ;  to  keep  an  account 
of  supplies  and  to  make  monthly  cost  statements ;  and  to  perform  related  work 
as  required. 

Qualifications ; 

Common-school  education;  experience  in  the  manufacture  of  rubber  stamps; 
familiarity  with  type-setting  and  composing-room  appliances;  ability  to  keep 
records  and  make  report^;. 

Principal  Lines  of  Promotioii 

To :  Foreman,  Rubber-Stamp  Making — ^Department  of  Agriculture. 

Compensation  for  Class 

Annual:  $1620 


TrrLE  OF  C|ASS : 

foremaA;  rubber  stamp  making— department  of  agricul- 

TURE 

Specifications  of  Class  85H^ 

Duties:  ^^^ 

Under  direction,  to  supervise  the  making  and  distribution  to  the  dJiferent 
bureaus  of  rubber  stamps  and  multigraph  plates  in  the  Department  of  Ainlcul- 
ture;  to  originate  designs  for  the  work;  to  direct  and  assist  the  typesetters; 
to  prepare  copy;  to  read  proof;  to  cast  tabulated  forms  for  multigraph  plates; 
to  mount  rubber  stamps ;  to  make  matrices  and  to  mold  from  matrices ;  and  to 
perform  related  work  as  required. 
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Qnalificatiolu: 

GommonHschool  education;  at  least  one  year's  experience  In  rubber  stamp 
and  multlgraph  plate  work;  familiarity  wltb  typesetting  and  composing-room 
methods  and  appliances ;  and  knowledge  of  the  Tulcanlzlng  and  curhig  of  rubber 
used  in  stamps.  ' 

Prinelpttl  Lines  of  Promotion 

From :  Rubber  Stamp  Maker. 

G>mpensatioE  for  CUas 

Annual:  |1800 

Title  of  Class: 

MOTION  PICTURE  TITLB-CARD  PRINTER 

SpodAcatloas  of  Class 
Duties: 

Under  supervision,  to  set  type  for  the  titles  of  motion  pictures;  to  lock  up 
forms ;  to  print  the  title  cards  on  roller  proof  press ;  to  read  the  proof  and  to 
make  the  necessary  corrections;  to  distribute  type;  to  keep  the  proof  press  In 
good  condition ;  and  to  perform  other  related  work. 

Qnalifieations: 

Common-school  education;  trade-school  training  or  experience  in  a  printing 
office  preferred ;  accuracy ;  and  good  eyesight. 

Compensation  for  Claas 

Annual:  $1800 

Title  of  Class  : 

POSTAL  CARD  EANDER 

Spodllcations  of  Class  850 

Duties: 

Under  Immediate  supervision,  to  band  and  box  postal  cards  by  wrapping 
gummed  tipped  bands  around  packages  of  cards  as  they  come  dire^  from  press ; 
and  to  perform  related  work  as  required. 

Qnalifieations: 

Dexterity;  good  physical  condition;  and  common-school  education. 

Compensation  for  Class 

Hourly:  $0M 
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25.  SEni^D  TRADES  AND  LABOR  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  in  an  industrial  occupation,  which  requires  trade  ap^ 
prenticeship  or  special  skill,  or  which  mainly  involves  physical  or  fiuwual 
labor,  hut  it  does  not  include  positions  iohich  may  he  classified  in  the  Cus- 
todial and  Janitor,  the  Domestic,  the  Marine  Operating,  the  Engineman,  the 
Printing  Trades,  or  the  Farm,  Garden,  and  Park  Maintenance  Berviees. 

^Abtificial  Limb  akd  Obthopbdtc  Wobk  : 
Apprentlee  Artiflciml  Limb  Maker 
Artiflcial  Umb  Maker 

Appicntiee  Plaster  Moldar  (Artillcfal  Umk  Makiii«) 
Plaster  MoMer  (Artificial  LInb  Making) 

Leatber  Worker  (Artificial  Lioib  Makiii«) 
Fitter  (Artificial  Limb  MaklBff) 

Apprentice  Orthopedic  Braeemaker 
Orthopedic  Braeemaker 

Apprentice  Orthopedic  Shoemaker 
Orthopedte  Shoemaker 

Foreman,  Artificial  Limb  and  Ortiiopodle  Bnco  and  Shoo  Shop 

AUTOMOBIUB  OPBRATION  AND  BBPAIB: 

Antomobtle  Tmdc  Driver 

Chanffonr 

Antomobllo  Repairman 

Garaffe  Snperlntendent 

BLACKSM ITHIHO  : 

ApprenUcf  Bladumlth 
General  Blacksmith 
Foreman  Blacksmith 

Bbicklatino  : 

Apprentlee  BrIAlayor 
BclAlayer 
Foreman  BrIAlayor 

•  Gabpbmtbt: 

Apprentlee  Carpenter 
General  Carpenter 
Foreman  Carpenter 

C!liOTHINO   SOBTINO: 

Qothlnff  Sorter  (Mflltary) 
Foreman  Clothing  Sorter  (MDItery) 

BUBCTRiCAL  Wobk: 

Apprentice  Etoctrfdan 
Electrician 
Foreman  Bloctrldan 
Chief  Electrician 

Blevatob  Opbbatino: 
BloTator  Operator 
Foreman  EIoTater  Operator 

FiBH  Cuia^ubb: 

Assistant  Fish  Caltarlst 

Fish  Cnltartet  • 

Aqnarlnm  Snperlntendent 
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FOUNDBT  WOBX: 


FnioHT  Handling  and  OnnBAL  Labob 
Latertr 
FNisht  Haadkr 


Forcmui  Frclcht  Hwiitor 
Gakbaob  Collbction: 


8ap«rlnteiid«Bt  •£  Gax^ftg*  CollMtliHi— Dtetrlct  oi  CtiambU 
GL488  AND  OPTICAL  WOBK  : 

AppmtiM  GIms  Blvirer 


FbruMui  GfaMB  Bfawvr 


GUMm  Vtmmdrfwum 

▲VPSMtlM  Optical  Woifar 
Optkttl  Woik«r 

Optical  W*ikcr 


Habnbbs  Making  and  Saddlikt  : 

ApprmtlM  HamcM  Maker  and  Saddler 
Hamcaa  Makar  and  Saddlar 
FMraaaa  Haraaaa  Makar  and  Saddlar 


Instbdmbnt  Making  : 

Appnntlca  InaftnuMnt  Makar 
iBatnuaant  Makar 
Faraaaa  iBatnuaant  Makar 


Machinist  Woek: 


Gaaaral  Machlalat 
AntaoMMIa  MacUiUat 
Printliiff  Oflea  MacMidat 
FarcMaa  MacUatot 


Mail  Bag  Wobk  : 
Mall  Bmg  Bavar 
Mail  Baff  Patck  Fitter 
Mail  Bar  Bapalrar 

Mall  Bas  BfipaMBt 


Mailing  and  Wrapping  : 
Mailer  aad  Wrapper 
FareoMii  Mailer  and  Wrapper 

Mbchanical  Hblpbbs  : 

Helper,  Meriianlcal  Ttadea 

Helper-Apprantlae,  Marfcawkal  Tradea  (Granp) 

Marhlna  Oparatar 

OrvicB  Afpliancb  Rbpaieing  : 
Oflca  Appllaaaa  BepalnaaB 
Ftoresan  Oflee  Appliance  Bepalnaan 

Packing  : 


Fbrcnum  Padkar 

Painting: 

Apprentice  PBlntar 
General  Painter 
8i8n  Painter 

Painter 
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Pattern  Making  (Wood)  : 

Appnntlee  Pattern  Maker  (Wood) 
Pattern  Makor  (Wood) 
Foreman  Pattern  Makor  (Wood) 

Plastbbino  : 
Plasterer 

Plumbing  : 

Apprentice  Plnmbor 
Plnmber 
Foreman  Plombor 

Shobhaking  : 

Apprentice  Shoemaker 
Shoemaker 
Foreman  Shoemaker 

STSAMrXTTING  : 

Apprentice  Steamfltter 
Steamfltter 
Foreman  Steamfltter 

Stbxbt  Cleaning: 

Fbreman  of  Street  Cleaning 

Amiatent  Superintendent  of  Street  Cleanlnr— District  of  Cohimbia 

Street  Construction  Work  : 
Street  ComtmctioB  Worlcer 
Constmctlon  Labor  Foreman 

Tailoring  : 

Tailor's  Assistant 
Tailor 
Bnslielman 
Clothinff  Desisner 
Foreman  Tailor 

TBAMINO  : 

Stebleman 
Teamster 
Coachman 
Steble  Foreman 

Textile  Work: 

Apprentice  Teztilo  Worker 
Textile  Worker,  Experimental  Textile  Mill 
Orersoer,  Experimental  TixtUe  MUl 
Saperintendent,  Experimental  Textilo  Mill 

TINSMITHINO: 

Apprentice  Tinsmith  and  Sheet  Metal  Woffcor 
Tinsmith  and  Sheet  Metal  Worker 
Foreman  Tinsmith  and  Shoot  Metal  Woiker 

Trucking : 

Shop  Porter 

Indnstrial  Track  pporator 

Wheel  Making: 
Wheelwright 
Foreman  Wheelwright 

Other  Classes  in  thx  Skilled  Tsadbe  and  Labor  SnviCE : 
Barber 
Boat  Caulker 

Brick  Plant  Saperintendent 
Broom  Maker 
Disinfector 
DiTor 

Exhibite  Model  Maker 
Hat  Repairer 
Ink  Maker 
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Katf •  Gfl]>d«r 

LaWrmtorr  H«lp«r 

P^pcr  llalur 

Paste,  Gfai«,  mad  Gam  Ifakar 

Baiter  Maker 

Tankauui,  Bartaa  of  Engraving  and  Prbittaig 

Uphalstarar  and  MattraM  Makar 

ARTIFICIAL  LIMB  AND  ORTHOPEDIC  WORK 


TriTX  OF  Class  : 

APPBENTICB  ARTIFICIAL  LIMB  MAKER 

SpedficatioBs  of  Class  K  ^  *i 

Dati€8:  OOt 

Under  Immediate  snpervtsion,  to  do  such  work  at  the  artificial  limb  maker's 
trade  as  may  be  assigned;  to  receive  instnictlon  in  the  fundamentals  of  the 
trade ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Common-school  education;  not  less  than  16  years  of  age;  mechanical  apt!*- 
tude;  and  ingenuity. 

Prindpal  Lines  of  Promotion 

To:  Artificial  Limb  Maker. 

Compensation  for  Class 


858 


TnuB  or  Class  : 
ARTIFICIAL  LIMB  MAKER 

Specifications  of  Class 
DvtIes: 

Under  supervision,  to  make  and  repair  artificial  limbs;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  three  years*  apprenticeship  at  the 
artificial  limb  maker's  trade;  skill  in  working  in  wood,  fiber,  leather,  and 
steel;  ability  to  do  lathe  work,  polishing,  grinding,  leather  sewing,  gluing, 
leather  modeling  from  plaster  casts  and  shaping;  ability  to  work  from  models^ 
sketches,  and  oral  instructions;  and  ingenuity. 

Principal  Lines  of  Promotion 

From:  Apprentice  Artificial  Limb  Maker. 

To:  Foreman,  Artificial  Limb  and  Orthopedic  Brace  and  Shoe  Shop 

Compensation  for  Class 


Title  gf  Class  : 

APPRENTICE  PLASTER  MOLDER  (ARTIFICIAL  LIMB  MAKING) 

Specifications  of  Class  O  O  * ' 

Duties: 

Under  Immediate  supervision,  to  do  such  work  at  the  plaster  molder's  trado- 
as  may  b^  assigned ;  to  receive  instruction  in  the  fundamentals  of  the  trade ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  16  years  of  age;  aptitude  and  in- 
genuity. 
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Principal  Lines  of  Promotion 

To :  Plaster  Molder. 

Compensation  for  Class 

•     •     • 


860 


Ttflb  of  Class  : 

PLASTBR  MOLDER  (ARTIFICIAL  LIMB  MAKING) 

Specifications  of  Class 
Duties » 

Under  supervision,  to  make  plaster  molds  and  models  of  any  part  of  the 
human  body ;  and  to  perform  related  work  as  required. 

Qualifications: 

Commor -school  education;  not  less  than  three  years*  apprenticeship  at  the 
plaster  molder*8  trade;  thorough  knowledge  of  the  mixii^  and  working  of 
plaster  of  Paris;  and  ingenuity. 

Principal  Lines  of  Promotion 

From :  Apprentice  Plaster  Molder. 

Compensation  for  Qass 

Annual:  $1440-fl50M1500 

TinjB  or  Class: 

LEATHER  WORKER  (ARTIFICIAL  LIMB  MAKING) 

Specifications  of  Class  Su  1 

Duties: 

Under  supervision,  to  make  and  repair  leather,  canvas,  and  felt  parts  of 
artificial  limbs  and  orthopedic  braces ;  and  to  perform  related  work  as  reqiiired. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  as  a  leather 
worker;  ability  to  cut,  mold,  sew,  rivet,  and  shape  leather,  canvas,  and  felt 
for  sockets,  linings,  and  padding;  ability  to  work  from  sketches  and  oral 
instructions;  and  ingenuity. 

Compensation  for  Class 

Annual:  $1860 


Title  OF  Class: 

FITTER  (ARTIFICIAL  LIMB  MAKING) 

Specifications  of  Class 


8GJ 
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Duties: 

Under  supervision,  to  assemble,  adjust,  and  fit  artificial  limbs;  and  to  per^ 
form  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  one  year's  experience  as  an  artificial 
limb  or  brace  fitter;  tact  and  carefulness 

Compensation  for  Class 

Annual:  $2600 

TiTuc  OF  Class  : 

APPRENTICE  ORTHOPEDIC  BRACEMAKER 

Specifications  of  Class  0()Q 

Duties: 

Under  immediate  supervision,  to  perform  such  work  at  the  orthopedic  brace- 
maker's  trade  as  may  be  assigned ;  to  receive  instruction  In  the  fundamentals  of 
the  trade ;  and  to  perform  related  work  as  required. 
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Qaalificmtioiui: 

Common-school  education ;  not  less  than  16  years  of  age ;  mechanical  aptitude ; 

and  ingenuity. 

» 

Piiadpftl  Lines  ef  Proaattim 

To:  Orthopedic  Bracemaker. 

Compensation  for  Qass 

*     *     * 


Title  of  Class: 

ORTHOPEDIC  BRACEMAKER 

Specillcatlons  of  Class  8  tl  4 

Duties:  ^ 

Under  supervisitm,  to  make  and  repair  steel  braces  for  the  correction  of 
deformities  of  any  part  of  the  body ;  and  to  perform  related  work  as  required. 

Qoalififtions; 

Common-school  education;  not  less  than  three  years'  apprenticeship  at  the 
orthopedic  bracemaker's  trade;  ability  to  forge,  weld,  shape,  grind,  and  polish 
iron,  steel,  aiuminum,  and  other  metals  used  in  the  making  of  orthopedic  braces ; 
ability  to  make  all  types  of  joints  required  in  the  making  of  braces ;  ability  to 
work  from  rough  sketches  and  oral  instructions ;  and  ingenuity. 

Principal  Lines  ef  Promotiim 

From :  Apprentice  Orthopedic  Bracemaker. 

To:  Foreman,  Artificial  Limb  and  Orthopedic  Brace  and  Shoe  Shop. 

Compensation  for  Class 

Annual:  |2060-|2840 

Title  of  Glass: 

APPRENTICE  ORTHOPEDIC  SHOEMAKER 

Specillcations  of  Class  865 

Duties: 

Under  immediate  supervision,  to  do  such  work  at  the  orthopedic  shoemaker's 
trade  as  may  be  assigned;  to  receive  Instruction  in  the  fundamentals  of  the 
trade;  and  to  perform  related  work  as  required. 

Qnalificatians: 

Common-school  education;  not  less  than  16  years  of  age;  aptitude  and  in- 
Senuity. 

Principal  Lines  of  Promotion 

To:  Orthopedic  Shoemaker. 

Compensation  for  Class 


8G(J 


Title  of  Class: 
ORTHOPEDIC  SHOEMAKER 

Specillcatlons  of  Class 
Duties: 

Under  supervision,  to  make  and  repair  by  hand,  shoes  for  the  correction  or 
relief  of  deformities  or  other  conditions  which  interfere  with  the  normal  use 
of  the  feet ;  and  to  perform  related  work  as  required. 

QuaMcations: 

Common-school  education;  not  less  than  three  years'  apprenticeship  in  the 
orthopedic  shoemaker's  trade,  or  as  shoemaker  with  some  knowledge  of  ortho- 
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pedic  shoemaklng;  ability  to  make  and  fit  shoes  to  plaster  models;  ability  to 
work  with  leather,  felt,  canvas,  and  cork  from  sketches  and  oral  instructioiu; 

and  Ingenuity. 

•   ♦ 

Piiadpftl  lAnm  of  ProniotioB 

From :  Apprentice  Orthopedic  Shoemaker. 

To:  Foreman,  Artificial  limb  and  Orthopedic  Brace  and  Shoe  Shop. 

C/ompensatioii  for  Qass 
Annual:  $1860 

TnxE  OF  Class  : 

FOREMAN,   ARTIFICIAL    LIMB    AND    ORTHOPEDIC    BRACE   AND 
SHOE  SHOP 

Spedfications  of  Class  86  ^ 

Duties: 

Under  supervision,  to  plan,  direct,  and  be  responsible  for  the  work  of  Ortho- 
pedic Brace  Blakers,  Orthopedic  Shoemakers,  Artificial  Limb  Makers,  Leather 
Workers,  Artificial  Limb  Fitters,  and  Plaster  Holders,  in  a  shop  making  arti- 
ficial limbs  and  orthopedic  braces  and  shoes ;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
experience  in  the  making,  fitting,  and  adjusting  of  appliances  such  as  ortho- 
pedic braces,  orthopedic  shoes,  belts,  and  artificial  limbs;  general  knowledge 
of  the  trades  represented  in  the  shop ;  tact,  and  supervisory  ability. 

Prineipal  Lines  of  Promotion 

From:  Artificial  Limb  Maker;   Orthopedic  Brace  Maker;   Orthopedic  Shoe 
Maker. 

Compensation  for  Qass 

Annual:  $2600 


AUTOMOBILE  OPERATION  AND  REPAIR 


TrruB  OF  Glass  : 

AUTOMOBILE  TRUCK  DRIVER 

Specilleations  of  Class  8  G  (S 

Duties: 

Under  supervision,  to  drive,  care  for,  and  maintain  In  good  running  order 
an  automobile  truck;  to  make  minor  repairs  and  adjustments  while  in  charge 
of  such  a  truck ;  to  assist  in  loading  and  unloading ;  to  sort  and  route  bundles, 
cases,  and  material  hauled;  to  verify  count  of  material;  to  keep  records  and 
to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  six  months'  experience  In  operating 
an  automobile  truck;  thorough  knowledge  of  traffic  regulations;  familiarity 
with  city  streets  and  the  location  of  Qovemment  buildings;  reliability  and 
physical  strength. 

Principal  Lines  of  Promotion 

To :  Automobile  Repairman ;  Oarage  Superintendent 

'  Compensation  for  Qass 

Annual:  |106a4ll4M1200 
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TrixB  OF  Class  : 

CHAUFFEUB  „.. 

Spedfications  of  Class  ^  ()  1 ) 

Dnties: 

Under  supervision,  to  drive,  care  for,  and  maintain  in  good  running  order, 
gasoline,  steam,  and  electric  passenger  motor  vehicles;  to  make  minor  repairs 
and  adjustments  to  sudi  vehicles  while  in  charge  of  them ;  and  to  perform  re- 
lated work  as  required. 

Qaalifications: 

Common-school  education ;  not  less  than  six  months'  experience  in  operating 
motor  vehicles ;  thorough  knowledge  of  traffic  regulations ;  familiarity  with  dty 
streets  and  the  location  of  Government  hulldlngs ;  and  reliahiUty. 

Piiacipal  Lines  of  Promotton 

To :  Automohile  Repairman ;  Garage  Superintendent 

Compenaatioii  for  Class 
Annual:  $1260-4132(>-|138a 

Tttlb  of  Class  : 

AUTOMOBILE  REPAIRMAN  87  0 


Ions  of  Class  ,     , 

Duties: 

Under  supervision,  to  assemble,  adjust,  repair,  clean,  oil,  replace  broken  parts 
of,  and  maintain  in  good  running  order  (but  not  to  make  new  parts  for)  all 
makes  of  passenger  automobiles  and  automobile  trucks;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  In  repairing 
and  caring  for  automobiles:  knowledge  of  automobile  engines  and  parts;  me- 
chanical ability;  and  physical  strength. 

Principal  Lines  of  Promotion 

From :  Chauffeur ;  Automobile  Truck  Driver. 
To:  Garage  Superintendent 

Compensation  for  Class 

Hourly:  |0.5MO.OO-|0.66  

Title  of  Class  : 

GARAGE  SUPERINTENDENT  ^  ^  . 

Speeifications  of  Class  O  «  1 

Dnties: 

Under  general  supervision,  to  have  charge  of  and  be  responsible  for  the 
work  of  Automobile  Machinists,  Repairmen,  and  Truck  Drivers,  Chauffers, 
and  Laborers  in  and  around  a  garage;  to  supervise  the  work  of  cleaning  and 
repairing  motor  vehicles;  to  order  and  care  for  supplies  and  accessories;  t& 
assign  Chauffeurs  and  to  route  cars;  to  supervise  the  keeping  of  time  and 
other  records ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education ;  not  less  than  two  years'  experience  as  a  Chauffeur, 
Automobile  Machinist,  Repairman,  Truck  Driver,  or  clerical  worker  in  con- 
nection with  a  garage,  or  its  equivalent ;  tact,  good  Judgment ;  and  supervisory 
abiUty. 

Principal  Lines  of  Promotion 

From:  Chauffeur;  Automobile  Truck  Driver;  Automobile  Repairman;   Auto- 
mobile Machinist 

Compensation  for  Class 
Annual:  $2100 
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BLACKSMITHING 


Title  of  Glass  : 
APPRBNTICE  BLACKSMITH 

Spedflcatioiis  of  Claas  u  4  2t 

Datfes: 

Under  the  immediate  supervision  of  a  Foreman  or  a  Qeneral  Blacksmith,  to 
perform  such  blacksmithing  work  as  may  be  assigned;  to  receive  instruction 
in  the  fundamentals  of  the  trade ;  and  to  perform  related  work  as  required. 

Qnalificatioiis: 

Ck)mmon-school  education;  not  less  than  16  years  of  age;  aptitude  for  the 
trade ;  willingness  to  learn ;  and  physical  strength. 

Principal  Lines  of  Promotion 

To:  General  Blacksmith. 

Compensation  for  Class 


87;j 


Title  of  Glass  : 
GENERAL  BLACKSMITH 

Specifications  of  Claas 
Duties: 

Under  supervision,  to  do  general  hammer  and  anvil  work,  light  torging, 
hardening,  tempering,  sharpening,  and  dressing  of  hand  and  machine  tools;  to 
shoe  horses ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Gommon-s(±ool  education;  not  less  than  four  years'  apprenticeship  at  the 
blacksmith's  trade ;  ability  to  figure  stock  and  make  estimates  on  new  or  re 
pair  work ;  ability  to  work  to  drawings  and  specifications ;  and  physical  strengtlt 

Principal  Lines  of  Promotion 

From :  Apprentice  Blacksmith. 
To:  Foreman  Blacksmith. 

Compensation  for  Qass 
Hourly:  |0.76 


874 


Title  of  Glass  : 
FOREMAN  BLACKSMITH 

Specifications  of  Class 
Duties: 

Under  general  supervision,  to  lay  out  and  supervise  the  work  of  General 
Blacksmiths,  Apprentices,  and  helpers ;  and  to  perform  the  work  of  a  General 
Blacksmith,  and  other  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years*  experience  in  general 
blacksmith  work  and  horseshoeing;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  General  Blacksmith. 
To:  Shop  Superintendent. 

Compensation  for  Class 

Hourly:  |0.84     . 
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BRICKLAYING 


Title  of  Class  : 

APPBENTICE  BRICKLAYER  ^^  ^ 

Spcdficatioiis  of  Class  ^  •  *^ 

Dnties: 

Under  tbe  immediate  supervision  of  a  Foreman  Bricklayer  or  a  Bricklayer 
to  do  such  work  at  the  bricklayer's  trade  as  may  be  assigned;  to  receive  in- 
stmction  in  the  fundamentals  of  the  trade;  and  to  perform  related  work  as 
required. 

Qnalilicatioiis: 

Common-school  education;  not  less  than  16  years  of  age;  aptitude  for  the 
trade;  willingness  to  learn;  and  physical  strength. 

Prindpftl  Lines  of  Proaotioii 

To:  Bricklayer. 

Coapensation  for  CSsss 


TiTLK  or  CuLSS : 
BRICKLAYER 


876 


Spedfications  of  Class 
Duties: 

Under  supervision,  to  lay  brick  in  interior  or  exterior  walls,  partitions,  and 
foundations ;  occasionally  to  set  tile  or  marble  in  walls  or  floors,  lay  and  finish 
cement  work  or  set  light  stone  or  terra  cotta  trim;  to  make  repairs  on  such 
work ;  and  to  perform  related  work  as  required. 

QnaMcations: 

Common-school  education;  not  less  than  four  years'  apprenticeship  at  the 
bricklayer's  trade;  abili^  to  read  drawings;  ability  to  work  soft,  hard,  glazed, 
glass,  pressed,  and  flre  brick,  terra  cotta,  tile,  cement  block,  light  cut  stone, 
and  marble;  skill  In  running  up  comers  and  wall  openings,  in  setting  arches, 
and  in  furnace  lining;  ability  to  mix  and  temper  lime  and  cement  mortar; 
and  physical  strength. 

Piiacipal  Unas  of  PromotioB 

From :  Apprentice  Bricklayer. 
To:  Foreman  Bricklayer. 

Compensation  for  Class 
Hourly:  $1.00 


hi  4 


Title  of  Class  : 

FOREMAN  BRICKLAYER 

Spedfications  of  Class 
Duties: 

Under  supervision,  to  plan,  direct,  and  be  responsible  for  the  work  of  Brick- 
layers, Apprentice  Bricklayers,  helpers,  and  laborers;  and  to  perform  tho 
work  of  a  Bricklayer  and  other  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  as  a  Brick- 
layer; ability  to  prepare  estimates  of  labor  and  materials,  and  to  plan,  lav 
out,  direct,  and  supervise  work. 

Principal  Lines  of  Promotion 

From:  Bricklayer. 

To:  Superintendent  of  Buildings;  Building  Inspector. 

Compensation  for  Class 
Hourly:  fl.l25 
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OAKPBNTRY 


Title  of  Class: 

APPRENTICE  CARPENTER  C  ^  u 

Spedflcations  of  Claas  O  /  O 

Duties: 

Under  the  immediate  supervision  of  a  Foreman  Carpenter  or  a  General 
Carpenter,  to  perform  such  carpentry  work  as  may  be  assigned ;  to  reodve  in- 
struction in  the  fundamentals  of  the  trade;  and  to  perform  related  work  as 
required. 

Qualificatioiis: 

Common-school  education ;  aptitude  for  the  trade ;  not  less  than  16  years  of 
age ;  willingness  to  learn ;  and  good  physical  condition. 

Prineipal  Lines  of  Promotton 

To:  General  Carpenter. 

Compensation  for  Class 


871) 


Tpfle  07  Class  : 
GENERAL  CARPENTER 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  general  carpenter  work  of  any  character. 
Examples:  Erecting  and  repairing  various  types  of  wooden  buildings,  sheds, 
scaffolding,  concrete  forms,  cofferdams,  and  bridges;  making  and  repairing 
wooden  furniture,  cabinets  and  show  cases;  doing  exterior  and  interior  trim- 
ming ;  making  sashes  and  window  frames. 

Qualifications: 

Common-school  education;  an  apprenticeship  In  carpentry,  or  not  less  than 
five  years'  experience  In  the  trade;  ability  to  work  to  drawings,  plans  and 
specifications,  and  to  follow  rough  sketches  or  oral  instructions;  ability  to 
select  proper  lumber  for  the  work  in  hand;  preferably  some  knowledge  of 
architectural  drawing;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Apprentice  Carpenter.  ^ 

To :  Foreman  Carpenter. 

Compensation  for  Class 

Hourly:  $0,876 


TrrrjE  of  Ciass  : 

FOREMAN  CARPENTER  8  S  f ) 

Speeifications  of  Class 
Duties: 

Under  general  supervision,  to  direct  and  supervise  the  work  of  General  Car- 
penters, Apprentice  Carpenters,  helpers,  and  laborers,  in  the  work  of  making, 
erecting,  and  repairing  wood  structures  of  all  types;  to  supervise  general  mill 
work;  to  direct  and  supervise  cabinetmakers  in  high  grade  mill  work;  to 
supervise  the  work  of  interior  and  exterior  trimming;  and  to  perform  relatad 
work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  as  a  Qeneral 
Carpenter;  ability  to  prepare  estimates  for  labor  and  materials^  and  to  plan, 
lay  out,  and  supervise  work. 
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Prineipftl  Lines  ef  Promotion 

From :  General  OarpeDter. 

To:  Shop  Superintendent;  Superintendent  of  Buildings;  Building  Inspector. 

Compensation  for  Claaa 
Hourly:  10.9376 


CLOTHING  SORTING 


Tttlr  or  CtAss : 

CLOTHING  SORTER  (MIUTARY) 

SpecUlcatlons  of  Class  8^1 

Duties:  ^  •*• 

Under  Immediate  supervision,  and  in  accordance  with  specific  instructions, 
to  examine,  sort  by  size,  and  classic  by  condition,  salvaged  military  clothing; 
and  to  perform  related  work  as  required. 

QaaMcaUona: 

Ability  to  read  and  write;  some  knowledge  of  clothing  sizes;  accuracy  and 

carefulness. 

Piindpnl  Lines  ef  Promotkm 

To :  Foreman  Olotliing  Sorter. 

Compensation  for  Claas 

Annual:  $1080 

Tttlb  or  Class  : 

FOREMAN  CLOTHING  SORTER  (MILITARY) 

Spedficatlons  of  Class 
Duties: 

Under  direction,  to  supervise  the  examining,  the  sorting  by  size,  and  the  classi- 
fying of  salvaged  miltlary  clothing ;  to  direct  the  baling,  shipping,  or  other  dis- 
position of  salvaged  Army  clothing;  to  keep  records  and  make  dai^  work  re- 
ports ;  and  to  perform  the  work  of  a  Clothing  Sorter  and  other  related  work  as 
required. 

Qualifications: 

Common-school  education ;  some  experience  as  a  Clothing  Sorter ;  and  ability 
to  keep  simple  records  and  to  supervise  work. 

Piindpal  Lines  of  Promotion 

Fh>m:  Clothing  Sorter  (Military). 
To:  Senior  Storekeeper. 

Compensation  for  Claaa 

Aonual:  $1820 

ELECTRICAL   WORK 


882 


883 


Trrus  or  Class: 
APPRENTICE  ELECTRICIAN 

Spedficatlons  of  Class 
Duties: 

Under  the  Immediate  supervision  of  a  Foreman  Electrician  or  an  Electrician 
to  perform  such  electrical  work  as  may  be  assigned ;  to  receive  instruction  in 
the  fundamentals  of  the  trade ;  and  to  perform  related  work  as  required. 
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Qualifications: 

Common-school  education;  not  less  than  16  years  of  age;  preferably  ele- 
mentary knowledge  of  electricity  and  mechanical  drawing;,  aptitude  for  the 
trade ;  willingness  to  learn  and  good  physical  condition. 


To:  Electrician. 


Principal  Lines  of  Promotion 


Compensation  for  Class 


Title  of  Class: 
ELECTRICIAN 


884 


Specifications  of  Class 
Duties: 

Under  supervision,  to  install,  maintain,  and  repair  electrical  equipm^t  of 
a  general  or  special  character ;  and  to  perform  related  work  as  required. 

ETxamples:  Installing  and  maintaining  generators,  switchboards,  light  and 
power  circuits,  motors,  or  other  electrical  apparatus;  doing  interior  and  ex- 
terior wiring  for  light,  power,  telephone,  telegraph,  and  signal  systems. 

Qualifications: 

Common-school  education;  not  less  than  five  years'  apprenticeship  at  the 
electrician's  trade;  ability  to  work  to  drawings  and  specifications;  knowledge 
of  underwriter's  regulations  and  requirements;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Apprentice  Electrician. 
To:  Foreman  Electrician. 

Compensation  for  Qass 

Hourly:  $1.00 

Title  OF  Class: 

FOREMAN  ELECTRICIAN 

Specifications  of  Class  SHT) 

Duties:  ^^^ 

Under  general  supervision,  to  direct  and  be  responsible  for  the  installatioD, 
maintenance,  and  r^alr  of  electrical  equipment  of  all  classes;  to  design  and 
install  electrical  apparatus  for  special  purposes ;  and  to  perform  the  work  of  as 
Electrician  and  other  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical 
high  school,,  and  by  not  less  than  two  years'  experience  as  an  Electrician;  pre- 
ferably some  knowledge  of  mechanical  drawing;  and  ability  to  plan,  lay  out, 
direct,  and  supervise  work. 

Principal  Lines  of  Promotion 

Prom:  Electrician. 

To:  Chief  Electrician;  Shop  Superintendent 

Compensation  for  Class 

Hourly:  |1.125 

Title  of  Class: 
CHIEF  ELECTRICIAN 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  supervise  and  be  responsible  for  the  installation, 
maintenance,  and  repair  of  electrical  equipment  and  apparatus  in  a  shop  or 


SHii 
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I 

Government  department  or  bureau;  to  devlBe,  design,  plan,  Install,  maintain, 
and  repair  special  electrical  equipment  and  apparatus  for  sdentiflc,  experi- 
mental, laboratory,  or  commercial  purposes;  and  to  perform  other  related 
work. 

QaaMcattons: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical 
hij^h  school;  and  by  not  less  than  two  years'  experience  as  Foreman  Elec- 
trician; general  knowledge  of  mechanical  drawing;  and  ability  to  plan,  lay 
out  direct  and  supervise  work. 

Piiacipal  Lines  ef  Promattim 


From:  Foreman  Blectrician. 
To:  Electrical  Engineer. 


Compensation  for  Class 


Hourly:  tLSO 


BLDVATOB  OPBBATING 


887 


Title  of  Glass  : 
ELEVATOR  OPERATOR 

Specillcations  of  Class 
Duties: 

Under  supervision,  to  operate  a  passenger  or  freight  elevator;  and  to  per- 
form related  work  as  required. 

Qnalillcatlons: 

Preferably  common-school  education ;  experience  in  the  operation  and  control 
of  hydraulic  or  electric  elevators;  abill^  to  Judge  loads;  carefulness  and 
courtesy. 

Piindpnl  Lines  of  Promotion 

To:  Foreman  Elevator  Operator. 

Compensation  for  Class 

Anunal:  $1080 


TiTLs  OF  Glass  : 

FOREMAN  ELEVATOR  OPERATOR 

Specillcations  of  Class  8  8  H 

Duties: 

Under  general  direction,  to  have  charge  of  and  to  supervise  the  work  of 
Blevator  Operators  in  a  department,  bureau,  or  building;  to  assign  operators; 
to  instruct  new  employees;  to  keep  the  time  of  operators  and  arrange  relief; 
and  to  perform  related  work  as  required. 

Qoafificatloiui: 

Common-school  education;  thorough  knowledge  of  the  operation  and  care 
of  elevators ;  and  supervisory  ability. 

Prindpnl  Lines  of  Promotion 

From :  Elevator  Operator. 

Compensation  for  Class 
Ammal:  91140 
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FISH  GUIiTUBB 


Title  of  Class  : 

ASSISTANT  FISH  CULTURIST 

• 

Spedfications  of  Class  881) 

Duties: 

Under  immediate  sapervision,  to  assist  in  the  care  and  rearing  of  fish;  to 
receive  instruction  in  fish  culture ;  and  to  perform  related  work  as  required 

Examples :  Cleaning  aquariums ;  preparing  food  for  fish ;  feeding  fish ;  caring 
for  spawn  and  fry ;  assisting  in  miscellaneous  mechanical  work  incident  to  tbe 
maintenance  of  fish  hatcheries  and  fisheries  stations. 

Qaalifications: 

Common-school  education ;  and  interest  in  the  care  and  rearing  of  fish. 

Principal  Lines  of  Promotion 

To :  Pish  Culturist. 

Annual:  $1080 

Title  of  Class  : 
FISH  CULTURIST 


Compensation  for  Class 


81)0 


SpeciflcatloBs  of  Class 

Dnties: 

To  perform  work  incident  to  the  hatching  and  care  of  spawn  and  fry  and  to 
the  rearing  of  fish;  to  perform  incidental  mechanical  work  arising  in  connec- 
tion with  the  care  and  operation  of  fish  hatcheries  and  fisheries  stations;  and 
to  perform  related  work  as  required. 

Qnalificationst 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
with  a  course  in  biology;  not  less  than  two  years'  experience  in  Oih.  culture 
work ;  some  experience  in  general  mechanical  work ;  and  aptitude. 

Prineipal  Lines  of  Promotion 

From :  Assistant  Fish  Culturist 
To:  Aquarium  Superintendent 

Compensation  for  Class 

Annual:  $1200-91200-41320-$1380-41440 


891 


Title  of  Class  : 

AQUARIUM  SUPERINTENDENT 

Specifications  of  Class 
Daties: 

To  maintain  a  display  of  fish ;  to  hatch  fish ;  to  receive  supplies  and  certil^ 
accounts  pertaining  thereto ;  to  police  and  keep  premises  in  repair ;  to  super- 
vise fish  culture  operations  in  the  field ;  and  to  perform  other  related  work. 

Qualifications  s 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
courses  in  zoology;  several  years'  experience  in  the  care  of  fish,  including  the 
management  of  fish  hatcheries;  ability  to  direct  the  work  of  employees;  and 
good  address. 

Prineipal  Ldnes  of  Promotion 

From :  Fish  Culturist. 

Compensation  for  Class 

Annual:  $180a-|18e0--$1920 


BBCUiSSlFICATlOlSl  OOMMISSIOK  BEPOBT — ^PABT  n.  417 

FOUNDRY  WORK 


Title  of  Class  : 

FOUNDRTMAN  QUO 

Spedflcations  of  Class  O  W  ^ 

Diiti€s: 

Under  supervision,  to  perform  any  or  all  of  the  operations  carried  on  in  a 
small  iron  or  brass  foundry ;  to  consult  with  and  advise  heads  of  bureaus  and 
iDTestigators  in  regard  to  the  mixing  of  metals  and  the  making  of  alloys  in 
research  work ;  and  to  perform  related  work  as  required. 

Qnalifications: 

O>mmon-school  education ;  not  less  than  four  years'  practical  experience  in 
gweral  foundry  work,  including  molding,  coremaking,  and  melting  of  both 
iron  and  brass;  preferably  some  knowledge  of  chemistry  and  metallurgy;  and 
nhysical  stroigth.  ^ 

Compeiuuition  for  Class 

Hourly:  |0.75 

FREIGHT  HANDLING  AND  GENERAL  LABOR 


Title  of  Oukss : 

LABORER  K<\'l 

Specillcstioiui  of  CIam  ^  «^  '^ 

DaticB: 

Under  immediate  supervision,  to  perform  manual  labor  requiring  no  special 
training  and  but  little  skilL 

Examples :  Digging  ditches ;  sweeping  streets ;  shoveling ;  wheeling  barrows ; 
carrying  boards  and  timbers;  moving  heavy  machinery. 

Qnalificatioiis: 

Physical  strength  and  willingness. 

Principal  Lines  of  PromotioB 

To:  lAbor  Gang  Boss;  Shop  Port»;  Machine  Operator;  Helper,  Mechanical 
Trades ;  Freight  Handler ;  Packer. 

Compensation  for  Qass 

Annual:  $1140 

Title  of  Class  : 
FREIGHT  HANDLER 

Specifications  of  Class  iS  1)  4 

Under  supervision,  to  load  and  unload  trucks,  wagons,  and  cars;  to  naK>ve 
and  stack  cases,  bundles,  furniture,  lumber,  rolls  of  paper,  crates,  machinery 
supplies,  or  material  of  any  character,  in  warehouses  and  yards;  to  count 
and  call  the  weight,  number,  or  amount  of  materials  handUd ;  and  to  perform 
related  work  as  required. 

Qualifications; 

Experience  in  handling  freight,  and  in  packing  cars,  trucks,  or  storage 
houses;  reliability  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Laborer. 

To:  Foreman  Freight  Handler;  Labor  Gang  Bos& 

Compensation  for  Qass 

Annual:  $1140 

1W919— PT  2—20 27 
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Title  of  Glass  : 
LABOR  GANG  BOSS 

Specifications  of  CUum  O  J  0 

Duties: 

Under  supervision,  to  have  charge  of  and  to  direct  the  work  of  a  small  gang 
of  not  more  than  15  employees  engaged  in  packing  and  shipping  supplies  and 
equipment,  freight  handling,  -street  cleaning,  street  constructton  and  repair,  or 
general  laboring  in  and  around  storehouses,  supply  depots,  buildings,  and 
yards ;  to  keep  time  and  other  records ;  to  personally  assist  In  the  work  in  hand 
when  necessary ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  ability  to  manage  men ;  and  reliability. 

Principal  Lines  of  Promotion 

From:  Laborer;  Freight  Handler;  Street  Construction  Worker;  Packer. 
To :  Foreman. 

Compensation  for  Class 
Annual:  $1S20 

Title  of  Class  : 

FOREMAN  FREIGHT  HANDLER  ^  ^ . 

Specifications  of  Class  O  J  l) 

Duties: 

Under  general  direction,  to  supervise  and  be  responsible  for  the  work  of 
Freight  Handlers,  Automobile  Truck  Drivers,  and  Teamsters  engaged  in  mov- 
Ing,  storing  or  stacking  furniture,  material,  supplies,  and  equipment;  to  keep 
necessary  records  of  material  handled,  and  of  the  time  of  employees;  and  to 
perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  two  years'  experience  in  freight 
handling ;  ability  to  manage  men. 

Principal  Lines  of  Promotion 

From :  Freight  Handler ;  Labor  Qang  Boss. 

Compensation  for  Class 
Annual:  $1320-41440  

GARBAGE  COLLECTION 


81)7 


TnxE  OF  Class: 
GARBAGE  COLLECTOR 

Specifications  of  Class 
Datiea: 

Under  supervision,  to  drive  a  garbage  wagon;  to  collect  garbage;  and  to 
perform  related  work  as  required. 

Qualifications: 

Experience  in  handling  horses ;  reliability  and  physical  strength. 

Principal  Lines  of  Promotion 

To :  Foreman  Garbage  Collector. 

Compensation  for  Class 

Prevailing  rates  shall  apply. 
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Title  of  Class: 

FOREMAN  GARBAGE  COLLECTOR 

Spedfications  of  Class  Q(10 

Duties:  O  Jo 

Under  general  direction,  to  supervise  and  be  responsible  for  the  work  of 
garbage  collectors;  to  Investigate  and  adjust  complaints  of  failure  to  make 
garbage  collection ;  to  keep  the  time  of  employees  and  other  necessary  records ; 
and  to  perform  related  work  as  required. 

Qnalifications: 

Common-school  education ;  knowledge  of  the  location  of  streets  in  the  city ; 
supervisory  ability  and  ability  to  manage  men ;  tact  and  good  Judgment 

Principal  Lines  of  Promotion 

From :  Garbage  Collector ;  Laborer ;  Labor  Gang  Boss. 

To:  Assistant  Superintendent  Garbage  Collection — ^District  of  Columbia. 

Compensation  for  Class 

Prevailing  rates  shall  apply. 

Title  of  Class  : 

ASSISTANT  SUPERINTENDENT  OF  GARBAGE  COLLECTION— DIS- 
TRICT OF  COLUMBIA 

SpedHcationii  of  Class  OJ%9 

Dntias: 

Under  supervision  of  the  Superintendent  of  Garbage  Cc^ection,  to  direct  the 
work  of  foremen  and  garbage  collectors ;  to  investigate  and  adjust  complaints ; 
and  to  perform  related  work  as  required. 

Qnalillcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  yefirs*  general  business  experience,  or  three  years  with  the 
garbage  collection  division ;  supervisory  ability  and  good  Judgment. 

Principal  Lines  of  Promotion 

From:  Foreman  Garbage  Collector. 

To :  Superintendent  of  Garbage  Collection — ^District  of  Columbia. 

Compensation  for  Qass 


Ttfle  of  Class  : 

SUPERINTENDENT  OF  GARBAGE  COLLECTION— DISTRICT  OF  CO* 
LUMBIA ' 

Specifications  of  Class  (\('  i\ 

Duties:  OVKt 

Under  general  direction,  to  supervise  and  be  responsible  for  the  collection 
and  disposal  of  garbage  In  the  District  of  Columbia ;  to  have  general  oversight 
of  the  collection  and  disposal  forces  and  the  maintenance  and  care  of  wagons^ 
equipment,  and  horses;  to  order  all  supplies  necessary  for  carrying  on  the 
work ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  responsible  business  experience,  or  five  years  with  the 
garbage  collection  division ;  siipc  rvlsory  ability  and  good  Judgment 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent  of  Garbage  Collection — ^District  of  Columbia. 

Compensation  for  Class 
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GLASS  AND  OPTICAL  WORK 


Title  of  Class  : 

APPRENTICE  GLASS  BLOWER 

Specificatioiifl  of  Class  901 

Duties: 

Under  iqimediate  supervision,  to  do  such  work  in  the  construction  of  glass 
scientific  apparatus iind  !n>fruments  as  may  be  assigned;  to  receive  Instructioii 
In  the  fundamentals  of  tli«j  glass  blower's  trade;  and  to  perform  related  work 
as  required. 

Qualifications: 

Common-school  education;  not  less  tlian  16  years  of  age;  preferably  some 
knowledge  of  mechanical  drawing;  ingenuity;  and  quick  perception. 


To :  Glass  Blower. 


Principal  Lines  of  Promotion 


Compensation  for  Class 


902 


Title  of  Class  : 

GLASS  BLOWER 

Specifications  of  Class 
Duties: 

Under  supervision,  to  construct  and  repair  all  types  of  glass  apparatus  for 
use  in  scientific  research  and  experimental  work  in  chemical  and  physical 
laboratories ;  and  to  perform  related  work  as  required. 

Examples:  Constructing  glass  mercury  vapor  pumps,  condensation  pumps, 
vacuum  tubes,  flasks,  pipettes,  or  McLeod  gauges. 

Qualifications: 

Common-school  education ;  not  less  than  four  years*  apprenticeship  in  a  glass 
factory  making  high  grade  chemical  apparatus ;  and  ability  to  read  mechanical 
drawings. 

Principal  Lines  of  Promotion 

F^rom :  Apprentice  Glass  Blower. 
To :  Foreman  Glass  Blower. 

Compensation  for  Oass 
Annual:  $2100 


903 


TiTUB  OF  Class  : 

FOREMAN  GLASS  BLOWER 

Specifications  of  Class 
Dotles: 

Under  general  supervision,  to  devise  and  bo  responsible  for  the  construction 
of  glass  apparatus  In  special  or  standard  f(»ri:\  for  use  in  chemical  or  physical 
laboratories,  in  scientific  research  work,  nini  in  experimental  work;  to  do 
grinding  on  Joints,  stopcocks,  and  stoppers:  and  to  perform  the  work  of  a 
Glass  Blower  and  other  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  four  years*  experience  as  a  Glass 
Blower,  or  its  equivalent;  ability  to  work  from  blue  prints,  rough  sketches,  and 
oral  instructions;  ingenuity  and  supervisory  al)llity. 

Principal  Lines  of  Promotion 

From:  Glass  Blower. 
To:  Shop  Superintendent. 

Compensation  for  Class 

Annual:  $2280 
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Title  of  Class  : 

APPRENTICE  GLASS  FOUNDRYM AN 

Spediicatioiis  of  Class  %/U4 

Duties: 

Under  the  Immediate  supervision  of  a  Foreman  or  a  Glass  Foundryman,  to 
perform  such  glass  foundry  work  as  may  be  assigned;  to  receive  instruction 
in  the  fundamentals  of  the  trade;  and  to  perform  related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  16  years  of  age ;  aptitude ;  and  physical  strength. 

Principal  Linca  of  Promotion 

To:  Glass  Foundryman. 

Compensation  for  Oaas 


90''- 


TnxE  or  Glass: 

GLASS  FOUNDRYMAN 

Spedflcationa  of  Class  V\Ji) 

Doties: 

Under  supervision,  to  do  general  glass  foundry  work;  to  assist  in  original 
investigations  in  the  treatment  of  glass  and  glass  products;  and  to  perform 
related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  four  years*  apprenticeship  as  a  Glass  Foundryman;  experience 
as  a  gatherer,  presser,  and  blower,  in  forming  articles  in  the  blow  pipe,  and  in 
drawing,  tubing,  caring  for  glass  furnaces,  setting  pots,  melting  and  preparing 
glass  for  working;  preferably  some  knowledge  of  chemistry;  familiarity  with 
the  formulae  used  in  the  manufacture  of  standard  grades  of  glass  for  scientific 
apparatus ;  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Apprentice  Glass  Foundryman. 
To:  Foreman  Glass  Foundryman. 

Compensation  for  Class 

Annual:  $2100 

Title  or  Clabb: 

FOREMAN  GLASS  FOUNDRYMAN  q  .    , , 

Specifications  of  Class  1/  U  O 

Duties: 

Under  general  supervision,  to  direct  and  supervise  the  work  in  a  glass 
foundry;  to  direct  and  make  original  investigations  in  glass  making;  to  test 
finished  glass  and  glass  formulae;  to  make  and  direct  the  making  of  common 
and  special  grades  of  glass ;  and  to  perform  related  work  as  required. 


Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  as  a  Glass  Foundryman,  or  its  equivalent; 
gome  knowledge  of  chemistry  and  physics;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

Prom:  Glass  Foundryman. 
To:  Shop  Superintendent. 

Compensation  for  Qass 

Annual:  $2280 
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Title  of  Glass  ; 

APPRENTICE  OPTICAL  WORKER  Qft7 

Specifications  of  Class  uU  4 

Duties: 

Under  the  immediate  snpervision  of  a  Foreman  or  an  Optical  Worker,  to  per- 
form such  optical  glass  work  as  may  be  assigned ;  to  receive  Instruction  in  tbe 
fundamentals  of  the  trade;  and  to  perform  related  work  as  required. 

Qualifications: 

Conmaon-school  education;  not  less  than  16  yekrs  of  age;  not  less  than  one 
year's  experience  in  a  first-class  optical  shop,  or  six  months'  experience  In  a 
machine  shop  and  six  months*  experience  in  an  optical  shop;  elementary 
knowledge  of  mathematics  and  phyedcs;  alertness;  willingness,  and  obedience. 

Principal  Lines  of  Promotion 

To :  Optical  Worker. 

Compensation  for  Class 

*     *     * 


Title  of  Giass  : 
OPTICAL  WORKER 


908 


Specifications  of  Class 
Duties: 

Under  supervision,  to  cut,  grind,  polish,  apd  finish  all  types  of  lenses,  prisms, 
and  mirrors  for  use  in  precision  measuring  instruments,  telescopes,  and  micro- 
scopes; and  to  perform  related  work  in  connection  with  the  manufacture  and 
repair  of  such  Instruments. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  in- 
cluding mathematics,  physics,  and  chemistry ;  not  less  than  four  years'  experi- 
ence in  grinding,  polishing,  and  finishing  optical  glass;  ability  to  cut,  grind, 
polish,  and  finish  to  a  high  degree  of  accuracy,  lenses,  prisms,  and  refiectors 
for  precision  instruments  of  all  types,  such  as  spectroscopes,  galvanometers, 
microscopes,  telescopes,  theodolites,  transits,  sextants,  and  levels ;  and  ability  to 
test  and  mount  finished  work. 

Principal  Lines  of  Promotion 

From :  Apprentice  Optical  Worker. 
To:  Foreman  Optical  Worker. 

Compensation  for  Class 
Annual:  |2100 

TmjB  or  Glass: 

FOREMAN  OPTICAL  WORKER  9  Q  \) 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  direct  and  supervise  the  work  of  Optical  Workers 
and  Apprentices ;  and  to  perform  the  work  of  an  Optical  Worker  and  other  re- 
lated work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school. 
Including  mathematics,  physics,  and  chemistry,  and  by  successful  experience 
as  an  Optical  Worker;  ability  to  perform  difiicult  toting  and  experimental 
work  in  optics;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Optical  Worker. 
To:  Shop  Superintendent 

Compensation  for  Class 
Annual:  $2280 
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HARNESS  MAKING  AND  SADDLEBT 


Title  of  Glass  : 

APPRENTICE  HARNESS  MAKER  AND  SADDLER 

Spedfications  of  Class  «^  J.  (i 

Duties: 

Under  immediate  supervision,  to  perform  sach  work  in  the  harness  maker*8 
trade  as  may  be  assigned;  to  receive  instruction  in  the  funiiamentals  of  the 
trade;  and  to  perform  related  work  as  required. 

QnalificatioiiB: 

Common-school  education;  not  less  than  16  years  of  age;  aptitude,  willing- 
ness, and  obedience. 

Principal  LiuAi  of  Promotion 

To:  Harness  Maker  and  Saddler. 

Compensation  for  Class 


911 


Title  of  Class: 

HARNESS  MAKER  AND  SADDLER 

Specifications  of  Class 
Duties: 

Under  supervision,  to  make  and  repair  harness,'  saddles,  and  similar  cf^vai^ 
and  leather  equipment ;  to  do  leather  work  on  automobiles  and  carriages ;  and 
to  perform  related  work  as  required. 

QoalificntionB: 

Common-school  education;  not  less  than  three  years'  apprenticeship  in  the 
harness  makers'  trade;  ability  to  operate  and  care  for  leather  sewing  and 
cutting  machines ;  skill  in  the  use  of  leather  workers'  hand  tools ;  and  knowledge 
of  the  selection,  use,  and  treatment  of  different  grades  of  leather  and  canvas. 

Principal  Lines  of  Promotion 

From:  Apprentice  Harness  Maker  and  Saddler. 
To:  Foreman  Harness  Maker  and  Saddler. 

Compensation  for  Claaa 
Hourly:  $0.75 


Title  of  Class: 

FOREMAN  HARNESS  MAKER  AND  SADDLER 

SpeeificaUons  of  Class  912 

Duties: 

Under  general  supervision,  to  plan,  direct,  and  be  responslDle  for  the  work 
of  Harness  Makers,  Apprentice  Harness  Makers,  and  helpers ;  to  perform  the 
work  of  a  Harness  Maker  and  other  related  work  as  required. 

QuallflcationB: 

Common-school  education;  not  less  than  two  years'  experience  as  a  Harness 
Maker,  or  its  equivaloit;  ability  to  estimate  labor  and  materials;  and  super- 
vlBory  abili^. 

Principal  Lines  of  Promotion 

From:  Harness  Maker  and  Saddler. 

Compensation  for  Class 

Hourly:  |0.80 
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• 


INSTRUMENT  MAKING 


9i;> 


Title  of  Glass: 

APPRENTICE  INSTRUMENT  MAKER 

Specificatioiis  of  Class  cF±«) 

Duties: 

Under  the  inamediate  supervision  of  a  Foreman  or  an  Instrument  Maker, 
to  perform  such  work  in  Instrument  making  as  may  be  assigned ;  to  receive  in- 
struction in  the'  fundamentals  of  the  trade ;  and  to  perform  related  work  as 
required. 

Qnalificatioiui: 

CoDunon-school  education;  not  less  than  16  years  of  age;  preferably  ele- 
mentary knowledge  of  mechanical  drawing;  aptitude  for  the  trade;  willingness 
to  learn;  and  accuracy. 

Principal  Lines  of  Promotion 

To :  Instrument  Maker. 

Compensation  for  Class 


TrrLE  OF  Class: 
INSTRUMENT  MAKER 

Speciiicationa  of  Class  t/±4 

Duties: 

Under  supervision,  to  design,  make,  and  repair  various  classes  of  scientific 
instruments  and  apparatus  for  measuring,  testing,  and  experimental  purposes; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical  high 
school;  an  apprenticeship  in  instrument  making,  or  equivalent  experience; 
ability  to  use  precision  tools,  measuring  instruments,  and  gauges;  ability  to 
read  and  work  from  drawings  and  blue  prints ;  ability  to  develop  designs  from 
rough  sketches  or  oral  instructions;  preferably  some  knowledge  of  mechanical 
drawing,  plane  trigonometry,  and  physics;  skill  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Apprentice  Instrument  Maker. 
To :  Foreman  Instrument  Maker. 

Compensation  for  Claw 

Annual:  $1920-$204M216a-$2280 


Trruc  of  Class: 

FOREMAN  INSTRUMENT  MAKER  915 

Specificationa  of  Class 

Duties: 

Under  general  direction,  to  supervise  and  direct  the  work  of  Instrument 
Makers,  Apprentice  Instrument  Makers,  and  helpers;  to  devise,  design,  make, 
and  repair  all  classes  of  standard  or  special  measuring,  testing,  or.  experi- 
mental instruments  or  apparatus;  and  to  perform  the  work  of  an  Instrum^t 
Maker  and  other  related  work  as  required. 

Qualificationa: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical  high 
school ;  and  by  not  less  than  three  years*  experience  as  a  qualified  Instrument 
Maker ;  preferably  some  Icnowledge  of  mechanical  drawing,  plane  trigonometry, 
and  physics;  and  supervisory  ability. 
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Principal  Linei  of  Promotioii 

From:  Instrument  Maker. 
To:  Shop  Superintendent. 

CompeiiMitioii  for  Class 

Annual:  92400-|3300 


MACHINIST  WORK 


TnxE  OF  Class  : 

APPRENTICE  MACHINIST  q  .    , 

SpecificatioiiB  of  Class  ^  1  O 

Duties: 

Under  the  immediate  supervision  of  a  Foreman  or  a  General  Machinist,  to 
perform  such  machinist's  work  as  may  be  assigned ;  to  receive  Instructions  in 
the  fundamentals  of  the  trade;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  age  between  16  and  21;  preferably  some  knowl- 
edge of  mechanical  drawing ;  aptitude  for  the  trade ;  willingness  to  learn  nnCk 
g:ood  physical  condition. 

Principal  lines  of  Promotion 

To :  Machinist ;  Printing  Office  Machinist ;  Automobile  Machinist. 

Compensation  for  Class 


Title  of  Class  : 
GENERAL  MACHINIST 

Specifications  of  Class  «il  / 

Duties: 

To  perform  general  machinist's  work,  involving  the  construction,  assembling, 
installatlOD,  and  repair  of  machinery  of  all  classes;  to  do  bench  work,  and 
machine  or  hand  tool  work ;  and  to  perform  related  work  as  required. 

QualificatiiHis: 

Common-school  education ;  not  less  than  four  years*  experience  as  an  Appren- 
tice Machinist,  or  at  least  four  years*  experience  in  any  branch  of  the  machin- 
ist's trade;  knowledge  of  spur  gear  cutting,  planing,  shaping,  sizing,  boring, 
punching,  chipping,  filing,  tapping,  reaming,  and  key  seating;  abiUty  to  use 
calipers,  micrometers,  and  gauges;  ability  to  read  blue  prints;  ingenuity  and 
physical  strength. 

Principal  lines  of  Promotion 

From :  Apprentice  Machinist 
To:  Foreman.Machinist 

Compensatiott  for  Class 

Hourly:  |0.80 

Title  or  Class  : 
AUTOMOBILE  MACHINIST 

Specifications  of  Class  918 

Duties: 

Under  supervision,  to  assemble,  set  up,  maintain,  and  repair  all  makes  of 
passenger  automobiles  and  automobile  trucks,  tractors,  tanks,  or  other  auto- 
motive vehicles ;  and  to  perform  related  work  as  required. 
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QnalificatioiiB: 

Common-school  education ;  and  experience  as  a  machinist,  at  least  two  years 
of  which  must  have  been  In  assembling  or  repairing  automotive  vehicles;  and 
physical  strength. 

Principal  Lines  of  Promotion 

From :  Apprentice  Machinist 
To:  Foreman  Machinist 

Compensation  for  Class 

Hourly:  $0.80 

Title  of  Class: 

PRINTING  OFFICE  MACHINIST 

Specifications  of  Class 
Duties: 

Under  supervision,  to  erect,  maintain,  repair,  and  be  re^onslble  for  the 
mechanical  condition  of  presses  of  all  classes,  binding  machinery,  drying 
machines,  and  other  machinery  used  In  the  printing  trades;  and  to  perform 
related  work  as  required. 

^Qaalifications: 

Common-school  education;  not  less  than  two  years'  experience  as  a  machin- 
ist, preferably  on  printing  office  machinery,  or  an  apprenticeship  in  work  with 
such  machinery;  ability  to  make  and  read  drawings;  broad  knowledge  of 
printing  office  machinery ;  and  physical  strength. 


n\) 


Principal  Lines  of  Promotion 

From:  Apprentice  Machinist 
To:  Foreman  Machinist. 

Compensation  for  Class 

Hourly:  $1.00 

Title  of  Class: 
FOREMAN  MACHINIST 

Specifications  of  Class  920 

DuUcs:  ^ 

Under  general  direction,  to  supervise  and  direct  the  work  of  (General  Machin- 
ists, Apprentice  Machinists,  Helpers,  and  laborers  employed  in  shops  or  on 
outside  work  in  the  machinist  or  related  trades ;  and  to  perform  the  work  of  a 
General  Machinist  and  other  related  work  as  required. 

QnaMcationa: 

Common-school  education ;  not  less  than  three  years'  experience  as  a  General 
Machinist,  or  in  work  of  equivalent  character  and  standard;  and  ability  to 
plan,  lay  out,  direct,  and  supervise  work. 

Principal  lines  of  Promotion 

From:  General  Machinist;  Printing  Office  Machinist;  Automobile  Machinist 
To :  Shop  Superintendent ;  Chief  Machinist 


Compensation  for  Class 


Annual:  $2400-^2700 

TrTLE  OF  Class  : 
CHIEF  MACHINIST 


921 


Specifications  of  Class 
Duties: 

Under  general  direction,  to  plan,  lay  out,  and  devise  machinery  and  equip- 
ment for  general  or  special  purposes;  to  direct  and  supervise  the  Installation 
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of  madiinery  and  the  work  of  Foremen  Machinists,  General  Machinists,  Ap- 
prentice Machinists,  and  Laborers,  engaged  on  such  work ;  to  have  general  over- 
sight and  direction  of  shop  and  field  forces ;  and  to  perform  related  work. 

QnaUficatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical  high 
school;  not  less  than  two  years'  experience  as  a  foreman  of  a  shop  or  field 
force;  and  supervisory  ability. 

Pitecipal  Lfaies  ni  Promotion 

From :  Foreman  Machinist. 
To:  Mechanical  Engineer. 

Compensation  for  CUum 

Annual:  $270043600 


922 


Title  of  Glass  : 

SHOP  SUPERINTENDENT 

Specifications  of  Class 
Duties: 

Under  general  direction,  to  plan  and  direct  the  work  of  one  or  more  trades 
In  the  mechanical  shops  of  a  department  or  bureau ;  and  to  perform  other  re- 
lated work. 

QnaMcntions: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical  high 
school:  general  knowledge  of  the  skilled  trades;  ability  to  plan,  direct,  and 
supervise  the  work  of  the  different  trades;  ability  to  devise,  design,  and  de- 
velop from  rough  sketches  or  oral  instructions,  special  or  unusual  instruments, 
apparatus,  furniture,  or  appliances;  supervisory  ability  and  good  address. 

Pifncipol  Lines  of  PromotioD 

From :  Foreman  Carpenter ;  Foreman  Plumber ;  Foreman  Steamfltter ;  Foreman 
Painter;  Foreman  Tinsmith  and  Sheet-Metal  Worker;  Foreman  Machinist; 
Foreman  Instrument  Maker;  Foreman  Electrician;  Foreman  Blacksmith; 
Foreman  Optician;  Foreman  Glass  Blower;  Foreman  Glass  Foundryman; 
Superintendent  Texfile  Mill;  Foreman  Pattern  Maker;  Foreman  Wheel- 
wright 

Compensation  for  Class 

Annual:  $2700 


MAIL  BAG  WORK 


Title  ot  Class  : 
MAIL  BAG  SEWER 


92o 


Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  operate  sewing  machines  used  in  the  manu- 
facture and  repair  of  mail  bags;  to  dam  and  repair  defective  mail  sacks  by 
hand ;  to  fit  patches ;  and  to  perform  related  work  as  required. 

Qnafifications: 

Common-school  education;  preferably  some  knowledge  of  power  sewing 
machines  and  general  canvas  work ;  adaptability ;  and  good  physical  condition. 

Prindpel  Lines  of  Promotion 

To  :  Mail  Bag  Patcdi  Fitter. 

Compensation  for  Class 

Hourly:  10.46 
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Title  of  Class  : 

MAIL  BAG  PATCH  FITTER  Q9 1 

Specifications  of  Class  \j^'-± 

Duties: 

Under  supervision,  to  inspect,  and  to  cut  and  fit  patches  for  mail  bags  and 
pouches  needing  repair;  to  forward  such  bags  and  pouches  to  sewing  machine 
operators;  and  to  perform  related  work  as  required. 

ESxamples :  Condemning  bags  unfit  for  further  service ;  determining  the  kind 
and  nature  of  repairs;  cutting  and  fitting  patches;  fitting  necks  and  bottoms. 

Qualifications: 

Common-school  education ;  some  Experience  as  a  Mall  Bag  Sewer ;  knowledge 
of  leather  and  canvas  work;  familiarly  with  mail  bag  manufacture;  and 
adaptability. 

Principal  Lines  of  Promotion 

Prom:  Mall  Bag  Sewer. 
To:  Mail  Bag  Repairer. 

Compensation  for  Class 

Hourly:  |0.45 

Title  of  Class  : 

MAIL  BAG  REPAIRER  q  p  ^ 

Specifications  of  Class  o^*) 

Duties: 

Under  supervision,  to  repair  mall  bags  and  mall  pouches;  occasdonally  to 
manufacture  new  bags  and  pouches;  to  operate  heavy  power  sewing  machines 
and  leather  stitching  machines  used  in  the  manufacture  and  repair  of  mail 
bags;  to  patch  and  darn  canvas  by  hand;  to  make  leather  straps,  burrs,  and 
other  leather  articles,  and  to  place  such  articles  and  other  accessories  on  bags ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  experience  as  Journeyman  sail  maker  or  leather 
worker ;  knowledge  of  canvas  and  leather  work ;  familiarity  with  heavy  power 
sewing  and  leather  stitching  machines ;  ability  to  perform  any  work  necessary 
in  the  manufacture  and  repair  of  mail  bags ;  and  adaptability. 

Principal  Lines  of  Promotion 

From :  Mail  Bag  Patch  Fitter. 

To :  Foreman,  Mail  Bag  Equipment. 

Compensation  for  Class 
Hourly:  $0.65 

Title  of  Class  : 

FOREMAN,  MAIL  BAG  EQUIPMENT 

Specifications  of  Class  9  2  H 

Duties: 

Under  direction,  to  supervise  and  be  responsible  for  the  work  of  repairing 
defective  mail  sacks  and  for  the  manufacture  of  new  mall  sacks;  to  inspect 
finished  work;  to  advise  and  instruct  Mail  Bag  Patch  Fitters,  Repairers. 
Sewers,  and  other  workmen  engaged  in  the  repair  and  manufacture  of  mail 
bags;  to  adjust  sewing  and  stitching  machines;  to  plan  and  distribute  work; 
to  keep  time  and  other  records ;  and  to  perform  other  related  work. 

Qualifications: 

Common-school  education;  experience  as  a  practical  sail  maker  or  leather 
worker;  knowledge  of  leather  cutting;  thorough  knowledge  of  power  canvas 
sewing  machines;  ability  to  keep  ordinary  records;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Mail  Bag  Repairer. 

Compensation  for  Class 

Hourly:  90.65 
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MAILING  AND  WRAPPING 


Title  of  Class: 

MAILER  AND  WRAPPER 

Specificatioiis  of  Class  J^7 

Datics: 

Under  immediate  supervision,  to  gather,  wrap,  seal,  tie,  pack,  and  address 
publications,  bulletins,  posters,  office  supplies,  laboratory  supplies,  or  supplies 
and  equipment  of  any  character  for  shipment  by  mail ;  to  sort,  route,  and  sack 
such  mail  matter  and  to  load  it  on  trucks;  to  count,  check,  and  keep  records 
of  such  mail  matter;  and  to  perform  related  work  as  required. 

QoaKficatioiis: 

Common-school  education ;  minor  clerical  ability ;  accuracy  and  carefulness. 

Principal  Lines  of  Promotion 

To:  Foreman  Mailer  and  Wrapper. 

.  Cpmpensation  for  CUum 

Hourly:  $0.55 

Title  or  Class: 

FOREMAN  MAILER  AND  WRAPPER 

Specifications  of  Class  ^2H 

Duties: 

Under  general  supervision,  to  have  charge  of  and  be  responsible  for  the  work 
of  Mailers  and  Wrappei:3 ;  to  keep  time  records  of  employees ;  to  keep  records  of 
time,  supplies  and  material  handled,  and  other  records ;  and  to  perform  related 
work  as  required. 

QialificationB: 

Common-school  education;  ability  to  supervise  minor  clerical  work;  accuracy 
and  carefulness. 

Principal  lines  of  Promotion 

From:  Mailer  and  Wrapper. 

Compensation  for  Class 

Hourly:  |0.70 

MECHANICAL  HELPERS 


921) 


Title  of  Class  : 

HELPER,  MECHANICAL  TRADES 

Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  assist  a  Journeyman  In  any  skilled  trade  In 
the  performance  of  his  work;  and  to  perform  such  related  work  as  the  fore- 
man or  Journeyman  may  direct. 

Examples :  Performing  the  wcfrk  of  Machinist's  Helper,  Boilermaker's  Helper, 
Blacksmith's  Helper,  Molder's  Helper,  Plumber's  Helper,  Electrician's  Helper, 
Carpenter's  Helper. 

QaalificationB: 

Ability  to  read  and  write ;  willingness  and  physical  strength. 

Principal  Lines  of  Pmnotiott 

From:  Laborer. 

To:  Helper-Apprentice. 

Compensation  for  Class 

Hourly:  |0.55 
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Name  of  Gboup  of  Classes  : 
HELPER-APPRENTICE,  MECHANICAL  TRADES 

Titles  of  Typical  Classes  in  Gboxtp  : 

Help€r-Appieiitice»  Machinist's 

Helper-Apprentice,  Blacksmith's 

Helper-Apprentice,  Plumber's 

Helper- Apprentice,  Electrician's  930 

Helper-Apprentice,  Carpenter's 

Spedflcations  of  Qasses  in  Gronp 
Duties: 

Under  the  immediate  supervision  of  a  foreman  or  }o^meyman  in  any  me^ 
chanical  trade,  to  perform  work  as  a  helper  and  at  the  same  time  to  receive  in- 
struction in  the  fundamentals  of  the  trade ;  and  to  perform  related  work  as  re- 
quired. 

Common  Qualifications: 

Common-school  education ;  not  over  26  years  of  age ;.  preferably  some  knowl- 
edge of  mechanical  drafting ;  mechanical  aptitude ;  and  physical  strength. 

Special  Qualifications: 

For  each  class  in  the  group,  not  less  than  two  years'  experience  as  a  Helper, 
Mechanical  Trades,  in  the  trade  indicated  by  the  title  of  that  class  (these  two. 
or  more  years  to  be  counted  as  the  equivalent  of  the  first  year  of  the  aiq;>rentice- 
ship). 

Principal  Lines  of  Promotion 

From :  Helper,  Mechanical  Ihrades. 

To :  Journeyman  Mechanic  in  the  trade  indicated  by  the  title  of  that  class.. 

Compensation  for  Classes  in  Group 


Title  of  Class  : 

MACHINE  OPERATOR  ^  ^  . 

Specifications  of  Class  JoX 

Duties: 

Under  immediate  supervision,  to  feed,  tend,  clean,  oil,  and  adjtist  heavy 
machines,  the  operation  of  which  requires  no  mechanical  skill ;  and  to  perform 
related  work  as  required. 

Examples:  Operating  a  waste  paper  baling  machine,  pulp  mill,  mascerator, 
paper  shredder,  plrying  machine,  ink  grinder,  or  ink  mixer.    , 

Qualifications: 

Common-school  education;  one  year's  experience  as  an  assistant  around  a 
machine  such  as  a  paper  baling  machine,  pulp  mill,  macerator,  paper  shi^der, 
drying  machine,  ink  grinder,  or  ink  mixer ;  thorough  knowledge  of  the  opera^ 
tion  and  care  of  such  machine ;  adaptability  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Laborer. 

Compensation  for  ClAss 

Annual:  |1140-|12e0-|1880 


OFFICE  APPLIANCE  REPAIRING 


Title  of  Class  : 

OFFICE  APPLIANCE  REPAIRMAN  q  r|  ,^ 

Specifications  of  Class  ^OC 

Duties: 

Under  supervision,  to  maintain,  and  repair  (but  not  to  make  new  parts  for) 
mechanical  oflftce  appliances,  such  as  typewriters,  addressing  machines,  calcu- 
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latlDg  and  compntlng  machines,  punching  machines,  stapling  machines ;  sealing 
and  pasting  machines,  multlgraph  machines,  and  other  medianical  office  appli- 
ances; and  to  perform  related  work  as  required. 

QnalificfttioiiB: 

Common-school  education;  not  leas  than  two  years'  experience  in  repairing 
mechanical  office  appliances;  thorough  knowledge  of  the  types  of  mechanism 
found  in  5mch  appliances;  and  ingenui^. 

Principal  Lines  of  Promotion 

To :  Foreman  Office  Appliance  Repairman. 

Compensation  for  Class 

Annual:  $150M162M1740-|1860 


Title  of  Class  : 

FOREMAN  OFFICE  APPUANCE  REPAIRMAN  Q  3 ' ) 

SpecificationB  of  Class 
Duties: 

Under  general  direction,  to  supervise  and  be  resonsible  for  the  work  of  Office 
Appliance  Repairmen  in  a  department  or  bureau;  personally  to  perform  the 
work  of  a  Repairman  and  other  related  work  as  required. 

Qnalilicationa: 

Conmion-school  education ;  not  less  than  four  years'  experience  in  the  repair 
of  mechanical  office  appliances;  broad  knowledge  of  the  various  makes  of 
typewriters,  calculating  and  computing  machines,  addressing  machines,  and 
other  mechanical  office  appliances ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Office  Appliance  Repairman. 

Compensation  for  Class 

Annual:  |2000 


PACKING 


Title  of  Class  : 

PACKER 

Specificatlona  of  Class  ^[Xl 

Duties:  "^^^ 

Under  supervision,  to  pack  for  shipment  or  storage,  laboratory  and  medical 
supplies,  stationery,  books,  furniture,  dishes,  glassware,  exhibits  and  case&, 
equipment,  or  other  supplies;  occasionally  to  make  crates  and  packing  cases; 
and  to  perform  related  work  ais  required. 

Qoalifications: 

Common-school  education ;  ability  in  the  nse  of  hammer  and  saw ;  knowledge 
of  and  experience  in  wrapping  and  padding  furniture  with  burlap  and  excelsior ; 
knowledge  of  and  experience  In  packinp  dishes  and  glassware  to  prevent 
breakage;  carefulness  and  physical  strength. 

Principal  Lines  of  Promotion 

From:  Laborer. 

To:  Foreman  Packer. 

Compensation  for  Class 

Annual:  |1200 
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TiT£iB  OF  Glass  : 

FOREMAN  PACKER  q  ^  ^ 

Specificatioiifl  of  Class  oOi) 

Datics: 

Under  general  direction,  to  plan,  direct,  and  be  responsible  for  the  work  of 
Packers ;  to  keep  records  of  time  and  of  goods  packed  and  shipped ;  to  saper- 
vlse  clerical  assistants ;  and  to  perform  the  work  of  a  Packer  and  other  related 
work  as  required. 

Qualificationi?: 

Common-school  education;  not  less  than  two  years*  experience  as  a  Packer 
or  its  equivalent ;  supervisory  ability ;  and  carefulness. 

Principal  Lines  of  Promotion 

From:  Packer. 

Compensation  for  Class 

Annual:  $120(K1320-|1440 


PAINTING 


93(i 


TrrLE  OF  Class  : 
APPRENTICE  PAINTER 

Spe<;ifications  of  CUum 
Duties: 

tJnder  the  Immediate  supervision  of  a  Foreman  Painter  or  a  General  Painter 
to  perform  such  work  In  painting  as  may  be  assigned ;  to  receive  instruction  in 
the  fundamentals  of  the  trade ;  and  to  perform  related  work  as  required. 

Qualifieations: 

Common-school  education;  not  less  than  16  years  of  age;  ability  to  distin- 
guish colors  and  tints ;  aptitude  for  the  trade ;  willingness  to  learn ;  and  good 
physical  condition. 

Principal  linca  of  Promotion 

To:  General  Painter. 

Compensation  for  Class 


TrrLE  OF  Class  : 

GENERAL  PAINTER  Q  O  -^ 

Specifications  of  Class  OO  4 

Duties: 

Under  supervision,  to  do  inside  and  outside  painting  of  a  general  character. 

ISxamples :  Mixing  paint,  varnish,  and  shellac ;  glazing  windows,  doors,  cabi- 
nets, and  cases;  varnishing  and  finishing  interior  woodwork,  furniture,  and 
cabinets;  painting  automobiles,  carriages,  wagons,  and  fire  apparatus. 

Qualifications: 

Oommon-school  education;  an  apprenticeship  in  painting,  or  not  less  than 
four  years'  experience  in  the  trade ;  ability  to  match,  harmonize,  and  contrast 
colors;  thorough  knowledge  of  paints,  varnishes,  shellacs,  dryers,  and  fillers; 
knowledge  of  methods  for  removing  paint  from  iron  and  wood  by  burning; 
scraping,  and  sandpapering ;  knowledge  of  graining,  rubbing,  wiping,  and  finish- 
ing with  paint,  stain,  and  varnish;  some  skill  in  striping,  stenciling,  lettering, 
decorating,  and  paper  hanging;  and  familiarity  with  rigging  and  scaffolding 

Principal  Lines  of  Promotion 

From:  Apprentice  Painter. 
To:  Foreman  Painter. 

Compensation  for  Class 

Hourly:  |0.90 
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Title  of  Glass  : 
SIGN  PAINTER 

SpMiicattoM  of  Oral  9o8 


Under  Bopervision,  to  design,  letter,  and  paint  signs  on  wood,  metal,  glass, 
enamel,  canvas,  or  cardboard. 

QnalillcationB: 

Common-school  education;  ability  to  design,  lay  oat,  paint,  letter,  stripe, 
gild,  ornament,  vamtoh,  and  finish  all  classes  of  artistic  signs;  knowledge  of 
mixing  paints,  and  matching,  harmonizing,  and  contrasting  colors;  ability  to  lay 
ont,  block  in,  and  proportion  dUBerent  styles  of  letters;  tlMrough  knowledge 
of  gold-leaf  work ;  and  skill  in  free-hand  lettering. 

PrindpsI  Lines  of  Promotion 


From :  Apprentice  Painter. 
To:  Foreman  Painter. 


Compensation  for  Class 


Hourly:  $0.90 

TnxE  OF  Class: 
FOREMAN  PAINTER 


93U 


Siiedllcations  of  Class 
Duties: 

Under  general  supervision,  to  plan,  supervise,  and  be  responsible  for  the  woik 
of  General  Painters,  Apprentice  Painters,  and  helpers  In  the  painting  trade; 
and  to  perform  the  work  of  a  General  Painter  and  other  related  work  as 
required. 

QaaUflcatioiiB: 

Common-school  education;  not  less  than  two  years'  experience  as  a  General 
Painter;  ability  to  prepare  estimates  of  labor  and  materials,  and  to  plan,  lay 
ont,  direct,  and  supervise  work. 

Principal  Lines  of  Promotion 

From :  General  Painter ;  Sign  Painter. 
To:  Shop  Superintendent 

Compensation  for  Class 

Hourty:  |0.9iS76 

PATTERN  MAKING  (WOOD) 

TiTLE*or  Class: 

APPRENTICE  PATTERN  MAKER  (WOOD)  94() 

Spedflcations  of  Class 
Duties: 

Under  the  immediate  supervision  of  a  Foreman  or  a  Pattern  Maker  (Wood), 
to  perform  such  work  in  a  wood  pattern  shop  as  may  be  assigned ;  to  receive 
instruction  In  the  fundamentals  of  the  trade;  and  to  perform  related  work  as 
required. 

Qualifications: 

Common-school  education;  not  less  than  16  years  of  age;  preferably  ele- 
mentary knowledge  of  mechanical  drawing;  and  mechanical  aptitude. 

Priadpal  Lines  of  PromotioB 

To:  Pattern  Maker  (Wood). 

Compensatioii  for  Class 

*     *    • 
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Title  of  Class: 

PATTERN  MAKER  (WOOD) 

Speeillcatiomi  of  CUwb  1/  4 1 

Duties: 

Under  supervision,  to  make  and  repair  wood  patterns  used  for  castings;  and 
to  perform  related  work  as  required. 

Qnaliflcatioiifl: 

Common-school  education;  not  less  than  five  years*  apprenticeship  at  the 
wood  pattern  makers'  trade;  skill  in  use  of  pattern  makers'  tools  and  ma- 
chinery; ability  to  work  from  drawings,  rough  sketches,  and  oral  instructlODs; 
and  ability  to  calculate  shrinkage  of  brass,  bronze,  iron,  steel,  soft  metals,  and 
alloys. 

Principal  Lines  of  Promotion 

From:  Apprentice  Pattern  Maker  (Wood). 
To:  Foreman  Pattern  Maker  (Wood). 


for  ClaflB 

Hourly:  10.875 


Tptle  of  Class: 

FOREMAN  PATTERN  MAKER  (WOOD) 

Specifications  of  Class  942 

Duties: 

Under  general  supervision,  to  plan,  direct,  and  be  responsible  for  the  work 
of  Pattern  Makers,  Apprentices,  helpers,  and  laborers  in  a  wood  pattern  shop; 
and  to  perform  the  work  of  a  Pattern  Maker  (Wood)  and  other  related  work 
as  required. 

Qnalificationfl: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical  high 
school  and  by  not  less  than  two  years'  experience  as  a  Pattern  Maker  (Wood) 
or  Its  equivalent;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Pattern  Maker  (Wood). 
To:  Shop  Superintendent 

Compensation  for  Class 
Hourly:  |0.0876 


PLASTERING 


Title  of  Class: 
PLASTERER 


Specificationfl  of  Class  on-u 


Duties: 

Under  supervision,  to  do  exterior  and  interior  plastering  in  all  its  branches; 
to  make  plastering  repairs;  and  to  perform  related  work  as  required. 

Qnalificationfl: 

Common-school  education;  not  less  than  four  years*  apprenticeship  at  the 
plasterer's  trade;  ability  to  do  rough  work,  coating,  finishing,  stucco,  molding, 
and  white  coating;  thorough  knowledge  of  mixing,  handling,  and  ripening 
all  kinds  of  plaster ;  and  physical  strength. 

Compensation  for  Class 
Hourly:  $0.90 
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PLUMBING 


Title  of  CiJkBs: 
APPRENTICE  PLUMBER 

Spadilaitloiift  of  CUwb  Qil^ 

Duties:  ^^^ 

Under  the  immediate  supervision  of  a  Foreman  Plumber  or  a  Plumber,  to 
do  such  plumbing  work  as  may  be  assigned ;  to  receive  instruction  in  the  fun- 
dam^itals  of  the  trade ;  and  to  perform  related  work  as  required. 

Qwdiftoitioiis: 

Ck>mmon-school  education;  aptitude  for  the  trade;  not  less  than  16  years 
of  age;  willingness  to  learn ;  and  physical  strength. 

Principal  lines  of  Promotion 


To:  Plumber. 


Compensation  for  Class 


Title  of  Class  : 

PLUMBER  Q  J.  "li 

Spedficntions  of  Ckss  ^^*^ 

Duties: 

Under  supervision,  to  install,  maintain,  and  repair  plumbing  fixtures  of  all 
classes ;  to  do  pipe  work  for  carrying  water  or  gas  under  high  or  low  pressure; 
to  make  connections  to  high  and  low  pressure  hot  or  cold  water  lines,  and  gas 
lines ;  to  tap  water  mains  and  sewer  lines ;  to  do  valve  work  on  high  and  low 
pressure  lines ;  and  to  perform  related  work  as  required. 


Common-school  education;  an  apprenticeship  in  plumbing,  or  not  less  than 
five  years'  experience  in  the  trade;  ability  to  read  drawings;  knowledge  of 
flSDltary  regulations;  and  physical  strength. 

Principal  lines  of  Promotion 


Compensation  for  Class 


From :  Apprentice  Plumber. 
To:  Foreman  Plumber. 

Hourly:  $0,875 

Title  of  Class  : 
FOREMAN  PLUMBER 

Spedficntlona  of  Class  940 

Duties: 

Under  general  supervision,  to  direct  and  supervise  the  work  of  Plumbers,  Ap- 
prentice Plumbers,  helpers,  and  laborers  on  the  installation,  maintenance,  and 
r^Mdr  of  all  classes  of  plumbing ;  and  to  perform  the  work  of  a  Plumber  and 
other  related  work  as  required. 

QnaUllcations: 

Common-school  education ;  not  less  than  two  years'  experience  as  a  Plumber  ; 
broad  knowledge  of  plumbing  regulations,  and  practice ;  ability  to  prepare  esti- 
mates of  labor  and  materials,  and  to  plan,  lay  out,  direct,  and  supervise  work. 

Prindpnl  Lines  irf  Promotion 

From:  Plumber. 

To:  Shop  Superintendent 

Compensation  for  Class 
Hourly:  $1.00 
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SHOBMAKING 


Title  of  Class  : 

Apprentice  shoemaker  ^ 

Spedficatloiis  ftf  CkuM  o^  4 


Under  immediate  supervision,  to  perform  such  work  at  the  shoemaker's 
trade  as  may  be  assigned;  to  receive  instruction  in  the  fundamentals  of 
the  trade ;  and  to  perform  related  work  as  required. 

^naliflcatioiis: 

Common-school  education ;  at  least  16  years  of  age ;  aptitude  and  v^lUngness. 

Principal  Lines  of  Promotion 


To:  Shoemaker. 


Compensation  for  Class 


TrrLE  OF  Class  : 
SHOEMAKER 

SpocificatiooB  of  Clan  948 

Duties: 

Under  supervision,  to  make  and  repair  all  types  of  leather  footwear;  and  to^ 
perform  related  work  as  required. 

Qualifications: 

Common-school  education;  not  less  than  three  years*  apprenticeship  at  tbe 
shoemaker's  trade;  ability  to  lay  out,  cut,  sew  by  hand  or  machine,  fit  to  last, 
make  welt  and  uppers,  build  up  soles  and  heels,  and  finish  shoes;  ability  to 
operate  sewing,  slugging,  polishing,  and  finishing  machines,  to  maintain  the 
«ame  in  good  running  order,  and  to  make  adjustments  and  minor  repairs ;  and 
thorough  knowledge  of  different  grades  of  leather,  of  waterproofing,  and  of 
the  oil  treating  of  leather. 

Principal  Lines  of  Promotion 

From :  Apprentice  Shoemaker. 
To:  Foreman  Shoemaker. 

Compensation  for  Class 
Hourly:  |0.75  

Title  of  Class  : 
FOREMAN  SHOEMAKER 


940 


Specifications  of  Class 
Dntias: 

Under  general  superrision,  to  plan,  direct,  and  be  reqionslble  for  the  work 
•of  Shoemakers,  Apprentice  Shoemakers,  and  helpers;  to  perform  the  woik  of 
a  Shoemaker  and  other  related  work  as  required* 

^naliflcationfl: 

Conmion*scliool  education;  not  less  than  two  yeanf  experience  as  a  Shoe- 
maker or  its  equival»it ;  ability  to  pr^are  estimates ;  knowledge  of  tiie  ieatiier 
and  shoe  findings  business ;  and  supervisory  ability. 

Principal  Lines  ai  Proaotfon 

From:  Shoemaker. 

Compensation  for  Class 
Hourly:  |0.80 
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STEAMFimNG 
TnuB  OF  Glass  : 

APPRENTICE  STEAMFITTER 

Specifications  of  Class  950 

Duties: 

Under  the  immediate  supervision  of  a  Foreman  Steamfltter  or  a  Steamfitter, 
to  perform  snch  steamfittinfir  work  as  may  be  assigned ;  to  receive  instmctlon  io 
the  fandamentali  of  the  trade ;  and  to  perform  rested  work  as  required. 

Qoalificatioiis: 

Common-school  education;  not  less  tlian  16  years  of  age;  aptitude  for  the 
trade;  willingness  to  learn;  and  physical  strength. 


To:  Steamfltter. 


Principal  Lines  of  Promotton 
Compensation  for  Class 


TiTiA  OF  Class  : 
STEAMFITTER 


951 


Specifications  of  Class 
Duties: 

Under  supervision,  to  install,  maintain,  and  repair  all  classes  of  pipe  and^ 
fittings  for  use  in  power  plants,  steam  and  hot  water  heating,  heat  regulating 
systems,  and  refrigerating  and  ice-making  machinery;  and  to  perform  related 
work  as  required. 

Qualifications: 

Common-school  education;  an  apprenticeship  in  steam  fitting,  or,  not  le8» 
than  five  years'  experience  in  the  trade;  ability  to  read  drawings;  and  physi- 
cal strength. 

Principal  Lines  of  Promotion 

From :  Apprentice  Steamfltter. 
To:  Foreman  Steamfltter. 

Compensation  for  Class 

Hourly:  $0,875 

Title  of  Class  : 

FOREMAN  STEAMFITTER 


952 


Specifications  of  Class 
Duties: 

Under  general  supervision,  to  direct  and  supervise  the  work  of  Steamfllters,. 
Apprentice  Steamfitters,  helpers,  and  laborers  on  the  installation,  mainte^ 
nance,  and  repair  of  all  classes  of  steam  fitting ;  and  to  perform  tie  work  of  a 
Steamfltter  and  other  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  two  years*  experience-  as  a  Steam- 
fitter  ;  ability  to  prepare  estimates  of  labor  and  materials,  and  to  plan^  lay  out» 
direct,  and  supervise  work ;  and  broad  knowledge  of  steamfltting.  methods  and 
practice. 


Principal  Lines  of  Promotion 

From:  Steamfltter. 

To:  Shop  Superintendent. 

Compensation  for  Class 

Hourly:  $1.00 
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STREET  CLEANING 


Title  of  Class  : 

FOREMAN,  STREET  CLEANING  953 

Specifications  of  Class 
Duties: 

Under  supervision,  to  be  responsible  for  the  cleaning  of  streets  witbin  an 
assigned  district  in  the  District  of  Columbia ;  to  direct  the  work  of  sweepers  and 
drivers ;  to  be  responsible  for  the  care  and  condition  of  horses,  machine  brooms, 
sprinklers,  squeegees,  carts,  push  brooms,  and  other  equipment  used  in  his  dis- 
trict ;  to  keep  time  and  other  records ;  and  to  perform  related  work  as  required. 

Qnaliflcatioiis: 

Common-school  education;  knowledge  of  the  location  of  city  streets  and 
alleys;  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Laborer ;  Labor  Gang  Boss. 

To:  Assistant  Superintendent,  Street  Cleaning — ^District  of  Columbia. 

Compensation  for  Class 

Prevailing  rates  shall  apply 


TriLB  OF  Class  : 

ASSISTANT  SUPERINTENDENT  OF  STREET  CLEANING— DISTRICT 
OF  COLUMBIA  ^  ^  . 

Specifications  of  Class  ^  ^  ^ 

Duties: 

Under  the  supervision  of  the  Superintendent  of  Street  Cleaning,  to  have 
direct  charge  of  and  be  responsible  for  the  proper  cleaning  of  the  streets  in  the 
District  of  Columbia,  and  the  disposal  of  the  refuse  therefrom ;  tp  supervise  the 
work  of  foremen  and  street  cleaners ;  to  be  responsible  for  the  care  of  animals, 
vehicles,  and  equipment  of  the  street  cleaning  department ;  to  supervise  and  per- 
form such  clerical  work  as  necessary ;  and  to  perform  related  work  as  required. 

Qualiflcationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  three  years'  general  business  experience,  or  three  years  with  tlie  Dis- 
trict of  Columbia  street  cleaning  department. 

Principal  Lines  of  Promotion 

From :  ForeuHin,  Street  Cleaning. 

To :  Superintendent,  Street  Cleaning— District  of  Columbia. 

Compensation  for  Class 


STREET  CONSTRUCTION  WORK 


9rr. 


TrrLE  OF  Class  : 

STREET  CONSTRUCTION  WORKER 

Specifications  of  Class  ^OO 

Duties: 

Under  immediate  supervision,  to  lay  and  repair  street  paving,  sidewalks, 
and  gutters,  according  to  specifications;  and  to  perform  related  work  as 
required. 


BEGLASSIFICATION  COMMISSION  BBPOBT — ^PABT  H.  4S9 

Examples:  Laying  concrete,  asphalt,  stone,  and  brick  blocks;  setting  curb 
stones;  cement  working;  cement  finishing;  mixing  and  placing  concrete; 
laying  pipe;  setting  catch  basins  and  manhole  curbs;  operating  road  leveling 
machines ;  grading  and  ramming  paving  material ;  excavating  trenches ;  bracing 
trenches. 

Qnalificatioiis: 

Ability  to  perform  any  manual  work  involved  in  the  laying  of  concrete, 
asphalt,  or  other  paving;  ability  to  mak^  repairs  on  streets;  and  physical 
strength. 

Principal  lAam  ai  Promotton 

To :  Construction  Labor  Foreman.  ^ 

Compensation  for  Class 

Preyailing  rates  shall  apply. 

Ttfle  of  Class: 

CONSTRUCTION  LABOR  FOREMAN 

Specifications  of  Ckaa  9  5  H 

Duties: 

Under  general  supervision,  to  have  charge  of  a  force  of  laborers  in  connec- 
tion with  construction  and  repair  work  on  streets,  roadways,  sewers,  and  water 
distribution  systems;  to  keep  time  and  other  records;  and  to  perform  related 
work  as  required. 

Qnalifications: 

Common-school  education;  not  less  than  two  years*  experience  in  construc- 
tion labor  work ;  ability  to  manage  men ;  and  reliability, 

•      Prindpol  Unco  of  Promotion 

From :  Labor  Gang  Boss ;  Laborer ;  Street  Construction  Worker. 

Compensation  for  Class 


TAILORING 


95 


i 


Title  or  Class  : 
TAILOR'S  ASSISTANT 

Spodflcntions  €i  Class 
DutiM: 

Under  immediate  supervision,  to  work  button  holes;  to  sew  on  trimmings; 
to  fell  linings ;  and  to  perform  other  needle  work  by  hand  as  required. 

Qualifications: 

Experience  with  various  kinds  of  needlework ;  and  adapta|i>ility. 

Compensation  for  Class 


Title  or  Class  : 

TAILOR 

Specifications  of  Class  Q  ^  S 

Duties:  ^^^^ 

Under  supervisicm,  to  perform  any  operation  by  hand  and  machine  involved 
in  the  making  of  suits  and  heavy  clothing. 

Examples :  Cutting,  basting,  sewing  and  stitching  by  liand,  pressing,  diaping, 
fitting,  operating  power  sewing  machines,  inspecting  material  used  in  gar- 
ments, salvaging  and  repairing. 
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QnaliflcatioiiB: 

C!ommon-sehooI  educatl(»i,  not  leBs  than  four  jeara*  apprentlceehtp  in  tailor- 
ing, familiarity  with  power  sewing  machines,  and  adaptability. 

Principal  Lines  of  Promotion 

To :  Foreman  Tailor ;  Bushelman ;  Clothing  Designer. 

Compeasation  for  CUuw 

Annnal:  $1800    • 

Title  of  Glass  : 

BUSHELMAN  951^ 

Spedficatioiis  of  Class 
Duties: 

Under  supervision,  to  make  alterations  on  garments  and  to  correct  defectiTe 
workmanship;  to  make  repairs  on  dama^;ed  garments;  and  to  perform  related 
work  as  required. 

Qnaliflcatioiis: 

Common-school  education;,  experience  as  a  practical  tailor;  knowledge  of 
tailoring  <^efati<ms;  ability  to  operate  machines  used  bi  tailoring;  and  adapt- 
abiUty. 

Principal  Lines  of  Promotion 

From :  Tailor. 

To :  Foreman  Tailor. 

Compensation  for  Class 

Annual:  $1800 

TrrLB  OF  CiASS : 
CLOTHING  DESIGNER 


9G0 


Specifications  of  Class 
Duties: 

Under  supervision,  to  design  standard  paper  patterns  for  use  in  the  manu- 
facture of  clothing;  to  model  all  blo<^  patterns  and  make  necessary  changes 
in  forms;  to  draw  up  specifications  describing  garments  to  be  manufactured;  to 
supervise  the  making  of  standard  sample  garments;  to  lay  out  and  cat  cloth- 
ing ;  to  instruct  Tailors  and  other  workmen ;  and  to  perform  related  work  as 
required. 

Qualifications: 

.  Common-school  education ;  experience  as  a  iMractlcal  tailor ;  thorough  knowl- 
edge of  designing,  drafting,  cutting,  and  draping;  ability  to  secure  economy  in 
design  and  production  methods ;  artistic  ability  and  originality. 

Principal  Lines  of  Promotion 


From:  Tailor. 

To :  Foreman  Tailor. 


Annual:  $2040 

Title  of  Class: 
FOREMAN  TAILOR 


Compensatloii  for  Class 


961 


Specifications  of  Class 
Duties: 

Under  direction,  to  supervise  and  be  responsible  for  the  work  produced  In 
a  tailor  shop;  to  supervise  the  making,  altering,  or  repairing  of  garments;  to 
direct  the  bundling,  boxing,  and  shipping  of  clothing;  to  instruct  tailors  and 
other  employees  in  the  work ;  to  keep  records  and  make  reports ;  and  to  per- 
form the  work  of  a  Tailor  and  other  related  work  as  required. 
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QuaHfioitioiis: 

Common-school  education;  several  years*  experience  as  a  praetteal  tailor; 
thoron^  knowledge  of  all  operations  involved;  and  ability  to  instroct  and 
supervise  employees^ 

Principal  Lines  of  Promotion 

From:  Tailor;  Clothing  Designer;  Bnshelman. 

Compensation  for  Class 
Annual:  $2040 


TEAMING 


Tmx  OF  CiASs: 

STABLEMAN  QliO 

Spedfieatioaa  Of  Class  ^^^ 

Duties: 

Under  supervision,  to  clean  stables;  to  groom,  feed»  and  exereise  animals; 
to  care  for  and  clean  wagons,  harness,  equipment,  vehicles,  and  apparatus; 
and  to  perform  related  worlE  as  required. 

Qnallications: 

Experience  in  the  care  and  feeding  of  animals,  and  the  caro  of  veiiicflea, 
harness,  and  equipment ;  reliability  and  physical  strength. 

PriMlpal  Lines  of  Piomottan 

To:  Stable  Foreman;  Coachman;  Teamster. 

Compensation  for  Class 

Annual:  $1140 


9(j;i 


Title  of  Glass  : 

TEAMSTER 

Spodilcatlons  of  Class 
Duties: 

Under  supervision,  to  drive  animal-drawn  wagons,  trucks,  sprinklers, 
sweepers,  fire  apparatus,  or  other  vehicles;  to  care  for  animals,  harness,  and 
Tehicles  while  In  charge  of  them;  to  assist  in  loading  and  unloading;  and  to 
perform  stable  and  other  related  work  as  required. 

QnaMcationa: 

Ability  to  read  and  write;  experience  in  the  handling  and  care  of  horses 
and  mules ;  knowledge  of  traffic  regulations ;  ability  to  make  emergency  repairs 
to  harness  and  vehides;  good  judgment;  carefulness;  and  physical  strength. 

Principal  Linea  of  Promotion 

From:  Stableman. 
To:  Stable  Foreman. 

Compensation  for  Class 

Annual:  $1140 

Title  oy  Class  : 

COACHMAN  9  ()  4 

Specifications  of  Class 
Duties: 

Under  supervision,  to  drive  animal-drawn  passenger  vehicles;  to  care  for 
animals,  harness,  and  vehicles  while  In  charge  of  them ;  and  to  perform  stable 
and  other  related  work  as  required. 

Qoalifications: 

Ability  to  read  and  write;  experience  in  the  handling  and  care  of  horses, 
harness,  and  carriages ;  knowledge  of  traffic  regulations ;  ability  to  make  emer- 
gency reimirs  to  harness  and  vehicles ;  courtesy  and  carefulness. 
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Principal  Lines  of  PromotioB 


From:  Stableman. 
To:  Stable  Foreman. 


Compenaation  for  Claaa 

*     *     * 


Title  of  Class: 
STABLE  FOREMAN 


9G5 


Spedficationa  of  Claaa 
Duties: 

Under  direction,  to  have  charge  of  stables  and  animal-drawn  vehicles;  to 
direct  the  work  of  employees;  to  supervise  the  care  of  horses,  mules,  equip- 
ment, and  supplies;  to  issue  stable  supplies  to  workmen;  to  oversee  shoeing 
and  repairing;  to  inspect  stable  equipment;  to  perform  minor  veterinary  op- 
erations; to  make  assignments  to  teamsters;  to  keep  records  of  supplies  and 
equipment;  to  make  reports;  and  to  perform  the  work  of  a  Stableman  and 
otiier  related  work  as  required. 

Quallficationa: 

Ability  to  read  and  write;  not  less  than  three  years'  experience  in  handling 
and  caring  for  horses,  mules  and  other  live  stock ;  knowledge  of  animal-drawn 
vehicular  equipment;  some  knowledge  of  veterinary  practice;  and  super- 
visory ability. 

Principal  Linaa  of  Profl&otion 

From:  Stableman;  Coachman;  Teamster. 

Compensation  for  Class 

Annual:  $144M1G0M1660 


TEXTILE   WORK 

Tnuc  OF  Class: 

APPRENTICE  TEXTILE  WORKER  9  G  6 

Specifications  of  Class 
Dntiaa: 

Under  immediate  supervision,  to  perform  such  work  in  a  textile  mill  as 
may  be  assigned;  to  receive  Instruction  in  the  fundamentals  of  textile  work; 
and  to  perform  related  work  as  required. 

Qoalifications: 

Common-school  education ;  not  less  than  16  years  of  age ;  adaptability  and 
alertness. 

Principal  Lines  of  Promotion 

To :  Textile  Worker,  Experimental  Textile  Mill. 

Compensation  for  Claaa 


TriLE  OF  Class  : 

TEXTILE  WORKER,  EXPERIMENTAL  TEXTILE  MILL 

Specifications  of  Class  QtCT 

Duties:  •^^^  • 

Under  supervision,  to  perform  research  work  In  connection  with  the  manafac^ 
ture  of  yarns  and  fabrics;  to  test  yams  and  fabrics  for  tensile  strength  and 
twist ;  to  maintain  and  operate  textile  machinery ;  and  to  perform  related  work 
as  required. 
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QoaUilaitioiii: 

Common-school  education ;  not  less  than  18  years  of  age ;  at  least  two  years 
in  a  recognized  textile  school;  not  less  than  three  years'  apprenticeship  in  a 
textile  mill;  ability  to  care  fOr,  adjust,  and  operate  pickers,  cards,  sliver  lap 
aD(l  ribbon  lap  machines,  combers,  spinning  machines,  and  looms;  and  ability 
to  figure  on  draft,  twist,  and  settings  of  such  machines. 

PrindpAl  lAnm  of  Promotion 

From:  Apprentice  Textile  Worker. 

To:  Qyerseer,  Experimental  Textile  Mill. 

Compenflation  for  Cl^ss 

Annual:  $1920 


968 


TmE  OP  Glass  : 

OVERSEER.  EXPERIMENTAL  TEXTILE  MILL 

Spedfloitioiia  of  Clam 
Duties: 

Under  supervision,  to  direct,  supervise,  and  assist  Textile  Workers  and  Ap- 
prentices in  the  actual  work  of  making  yarns  and  fabrics;  to  be  responsible 
for  carrying  out  the  orders  of  the  Superintendent ;  and  to  perform  related  work 
as  required. 

Qnalificatioiifl: 

Training  equivalent  to  that  represented  by  graduation  from  a  recognized 
textile  school;  not  less  than  two  years'  practical  experience  in  a  textile  mill; 
and  supervisory  ability. 

Principal  lines  of  Promotion 

From :  Textile  Worker,  Experimental  Textile  Mill 
To:  Superintendent,  Experimental  Textile  Mill. 

Componaation  for  Class 

Annual:  |2280 


TnxB  OF  Class  : 

SUPERINTENDENT,  EXPERIMENTAL  TEXTILE  MILL 

Spedllcations  of  ClaMi  Q  (i  < I 

Duties:  *^"*' 

Under  general  supervision,  to  plan,  direct,  and  be  responsible  for  the  work 
of  an  exi)erimental  textile  mill ;  to  plan  and  direct  research  work  In  connection 
with  the  manufacture  of  yams  and  ftibrics;  to  confer  and  advise  with  re- 
search workers,  manufacturers,  and  others  In  regard  to  problems  of  textile 
manufacture ;  and  to  perform  other  related  work. 

Qoaliilcatlons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
and  by  a  full  course  in  a  recognized  textile  school ;  not  less  than  two  years' 
successful  experience  in  textile  research  work;  good  address  and  supervisory 
ability. 

Principal  lines  of  Promotion 

From :  Overseer,  Experimental  Textile  Mill. 
To:  Shop  Superintendent. 

Compensation  for  Class 

Annual:  $2400 
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TINSMITHING 


TnxE  OF  Class: 

APPRENTICE  TINSMITH  AND  SHEET  METAL  WORKER 

Specillcatioiis  of  Class.  U  4  0 

Duties: 

Under  the  immediate  supervision  of  a  Foreman  or  a  Tinsmith  and  Sheet 
Metal  Worker,  to  perform  such  work  in  the  tinsmith^s  trade  as  may  be  assigned; 
to  receive  instruction  in  the  fundamentals  of  the  trade ;  and  to  perform  related 
work  as  required. 

Qnaliiicatioiifl: 

Common-school  education;  not  less  than  16  years  of  age;  aptitude  for  the 
trade ;  willingness  to  learn ;  and  physical  strength. 

Piindpal  Uaes  of  Promotion 

To :  Tinsmith  and  Sheet  Metal  Worker. 

Compensation  for  Class 


971 


TrrLE  OF  Class: 

TINSMITH  AND  SHEET  METAL  WORKER 

Specifications  of  Class 
Duties: 

Under  supervision,  to  do  general  inside  and  outside  tinning  and  sheet  metal' 
work;  to  make  repairs  on  such  work;  and  to  perform  related  work  as  re- 
quired. 

Examples:  Constructing  and  placing  cornices,  ventilators,  furnace  casings, 
sheet  metal  and  corrugated  iron  roofs,  walls,  and  partitions;  making  sheet 
metal  or  tin  lining  for  tanks  and  vats;  installing  conveyors,  containers,  and 
ducta 

Qnalificationfl: 

Common-school  education;  not  less  than  four  years*  apprenticeship  in  the 
tinsmithing  and  sheet  metal  working  trade;  ability  to  work  with  sheet  tin, 
steel,  iron,  copper,  brass,  aluminnm,  and  zinc ;  ablli^  to  work  to  drawings,  and 
to  follow  rough  sketches  and  oral  instructions;  and  physical  strength. 

Principal  Lines  of  Promotion 

From :  Apprentice  Tinsmith  and  Sheet  Metal  Worker. 
To:  Foreman  Tinsmith  and  Sheet  Metal  Worker. 

Compensation  for  Class 

Hourly:  |0.90 


Titus  of  Class  : 

FOREMAN  TINSMITH  AND  SHEET  METAL  WORKER    ^  ^,  ^ 

Specifications  of  Class  J  4  /:j 

Duties: 

Under  general  supervision,  to  plan,  direct,  and  be  responsible  for  the  work 
of  Tinsmiths  and  Sheet  Metal  Workers  and  Apprentices;  and  to  perform  the 
work  of  a  Tinsmith  and  Sheet  Metal  Worker  and  other  related  work  as  re- 
quired. 

Qualifications: 

Common-school  education ;  not  less  than  two  years*  experience  as  a  TlnsmltU 
and  Sheet  Metal  Worker;  ability  to  prepare  estimates  of  labor  and  materials 
and  to  plan,  lay  out,  direct,  and  supervise  work. 
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Prindpftl  Lines  of  Promotioii 

From :  Tingmith  and  Sheet  Metal  Worker.   • 
To:  Shop  Superintendent. 

Compensation  for  Class 

Bonrly:  $1.20 


TRUCKING 


Tttle  of  Ci^ss : 


SHOP  PORTER  9  7  Q 

Specifications  of  Class 


Under  supervision,  to  wait  on  workers  in  a  shop,  factory,  mill,  department, 
or  bureau;  to  carry  supplies,  parts,  materials,  and  stock,  by  hand  or  truck; 
occasionally  to  keep  records  of  material  handled ;  and  to  perform  related  work 
as  required. 

Examples:  Carrying  materials  or  supplies  from  one  place  to  another  in  a 
department  or  division,  or  from  one  department  or  division  to  another,  or  from 
workroom  to  storeroom  or  vault 

QuaBfications: 

Preferably  common-school  education;  reliability;  adaptability;  and  physical 
strength. 

Principal  LfBca  ni  PioModon 

From :  Laborer ;  Tank  Man,  Bureau  of  Engraving. 

To :  Industrial  Truck  Operator ;  Stamp  Gumming  Pressman. 

Compensation  for  Class 

Annual:  $1140 

Title  of  Class: 

INDUSTRIAL  TRUCK  OPERATOR 

Specifications  of  Class  974 

Duties: 

Under  supervision,  to  care  for,  operate,  load,  and  unload  a  power-driven 
truck  in  and  around  warehouses,  shops,  or  other  buildings;  and  to  perform 
related  work  as  required. 

QnaKflcations: 

Common-school  education;  ability  to  control  and  operate  electric  or  gasoline 
motor  trucks;  to  ke^  them  in  good  i^unning  order,  and  to  make  minor  repairs 
and  adjustments ;  carefulness  and  physical  strength. 

Principal  Lines  of  Promotion 

From :  Shop  Porter. 

Annual:  $1140 


Compensation  for  Class 


WHEEL  MAKING 


975 


Title  of  Class  : 

WHEELWRIGHT 

Specifications  of  Class 
Duties: 

Under  supervision,  to  make  and  repair  wheels  for  vehicles  of  all  types; 
to  do  general  repair  work  on  vehicles,  farm  implements,  military  wagons,  and 
gnn  carriages ;  and  to  perform  related  work  as  required. 
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Qualificatioiifl: 

Common-scbool  education;  not  less  than  four  years'  apprenticeBhip  at  the 
wheelwright's  trade;  skill  in  th&  making,  assembling,  and  joining  of  wood 
hubs,  spokes,  fellies,  and  rims,  by  machine  or  hand;  ability  to  make  general 
repairs  on  wood  bodies  and  the  running  gear  of  wagons,  tracks,  automobiles, 
farm  Implements,  and  other  vehicles  and  Implements ;  and  physical  strength. 

Prindpal  Lines  of  FromotioB 

To:  Foreman  Wheelwright. 

Compenisatioii  for  Class 

Hourly:  $0.76 

TriLE  OF  Class  : 

FOREMAN  WHEELWRIGHT 


970 


Specifications  of  Clan 
Duties: 

Under  general  supervision,  to  plan,  direct,  and  be  responsible  for  the  work 
of  Wheelwrights,  Apprentices,  helpers,  and  laborers  in  a  wheel  factory  or  shop; 
to  perform  the  work  of  a  Wheelwright  and  other  related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  technical 
high  school  and  by  not  less  than  two  years'  experience  as  a  wheelwright,  or 
its  equivalent;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Wheelwright 
To:  Shop  Superintendent. 

Compensation  for  Class 

Hourly:  $0.84 

OTHER  CLASSES  IN  THE  SKILLED  TRADES  AND  LABOR  SERVICE 


Title  of  Oi.ass: 

BARBER  i\>"  **" 

Specifications  of  Class 
Duties: 

Under  supervision,  to  do  shaving,  hair  cutting,  and  other  tonsorlal  work;  and 
to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  not  less  than  three  years'  apprenticeship  at  the 
barber's  trade;  thorough  knowledge  of  the  use  and  care  of  barber's  tools  and 
sanitary  appliances;  cleanliness  and  carefulness. 


Hourly:  $0,625 

TrrLB  OF  Class  : 
BOAT  CAtLKER 


Compensation  for  Class 


978 


Specifications  of  Class 
Duties: 

To  caulk  joints  and  seams  in  wooden  boats,  barges,  pontoons,  and  ships. 

Qualificationa: 

Common-school  education ;  not  less  than  three  years'  apprenticeship  at  the 
boat  caulker's  trade ;  and  skill  in  the  use  of  caulking  tools  and  materials. 

Compensation  for  Class 

Hourly:  $0.65 
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Title  of  Olabs: 
SUPERINTENDENT,  BRICK  PLANT 

Specificatioiift  of  Class  97!) 

DntiM: 

Under  general  supervision,  to  plan,  direct,  and  be  responsible  for  the  work 
of  brickmakers ;  to  maintain,  operate,  and  repair  machinery  and  equipment 
nsed  in  the  manufacture  of  brick ;  and  to  perform  other  related  work. 

Qmiljllcatioiis: 

Common-school  education ;  not  less  than  five  years*  experience  in  the  manu- 
focture  of  brick ;  thorough  knowledge  of  brickmaking  methods  and  machinery ; 
ability  to  select  and  properly  to  mix  different  kinds  of  clay ;  good  Judgment  and 
supervisoiy  ability. 

Compensation  for  Class 

Annual:  $102042040-12160 


TrrLE  OF  Class: 
BROOM  MAKER 

Spodflcations  of  Class  00{) 

Duties: 

Under  supervision,  to  make  and  repair  brooms,  brushes,  and  squeegees  by 
machine  or  hand,  for  indoor  and  outdoor  use;  and  to  perform  r^ted  work 
as  required. 

Qnalificatioiis: 

Ck>mmon-school  education;  not  less  than  three  years*  apprenticeship  in 
the  broom  maker's  trade;  ability  to  make  all  styles  of  brooms,  brushes,  and 
squeegees,  from  broom  com,  hair,  bristles,  fiber,  splints,  felt,  and  rubber; 
thorough  knowledge  of  the  materials  used;  and  skill  in  winding,  sewing, 
clipping,  trimming,  labeling,  binding,  heading,  and  cementing. 

Compensation  for  Class 

Annual:  $1440-$1500-|1680 

TnxE  OF  Class  : 

DISINFECTOR  ^ 

Spedficationa  ai  Claw  oOX 

Duties: 

Under  general  supervision,  to  disinfect  rooms,  houses,  and  premises  which 
have  been  infected  with  contagious  dlw^ases;  to  care  for  wagons,  apparatus, 
and  materials  used  in  disinfecting  work;  to  keep  records  and  make  reports; 
and  to  perform  related  work  as  required. 

Qnallfieatioiia: 

Common-school  education;  ability  to  use  the  dilTerent  disinfectants  properly; 
knowledge  of  the  dangers  arising  from  their  improper  use ;  carefulness,  courtesy, 
and  tact 

Compensation  for  Class 

Annual ;  |1500 
TrrLE  OF  CLA.8S : 

DIVER  Q  W  O 

Speeiflcations  of  Class  OO  ^ 

Duties: 

Under  supervision,  to  perform  under  water  work  in  connection  with  bridge 
abutment  construction,  pile  driving,  wharf  building,  and  ship  building  and 
repair. 

Examples :  Placing  and  cutting  piles ;  excavating ;  placing  sand  bags  around 
foot  of  sheeting ;  concreting ;  building  and  repairing  ways  for  launching  frame- 
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work ;  measuring ;  examining  and  repairing  piers,  wharfs,  and  vess^s ;  caulking 
under  water  gas  or  water  mains. 

QnalificatioiiB: 

Common-school  education;  general  knowledge  of  marine  construction;  work- 
ing knowledge  of  carpentry,  masonry,  and  related  trades;  ability  to  use  tools 
under  water,  and  to  work  under  air  pressure;  adaptability,  strength,  and  good 
physical  condition. 

Compensatioii  fot  Class 

Annual:  $3200 
Title  op  Class  : 

EXHIBITS  MODEL  MAKER  QSi*\ 

Sp«cificatioiis  of  Class  UOO 

Duties: 

Undeir  supervision,  to  reproduce  or  create  in  paper,  wood,  metal,  popier-mAcfafi, 
or  plaster  materials,  models  for  educational  and  informational  use  In  connec- 
tion with  exhibits ;  to  install  and  assist  in  demonstrating  exhibits ;  and  to  per- 
form other  related  work. 

Qualiflcatioiis: 

Conunon-school  education;  not  less  than  two  years*  experience  and  proyen 
ability  as  a  model  maker ;  and  sense  of  informational  and  exhibit  values. 

Principal  Lines  of  Promotiw 

To :  Junior  Director  of  Exhibits. 

Compensation  for  Class 
Hourly:  $0.80 

TiTUc  OF  Class  : 
HAT  RIS'AIRER 


984 


Specifications  of  Class 
Duties: 

Under  supervision,  to  repair  and  renovate  hats ;  and  to  perform  related  work 
as  required. 

Examples:  Assorting  serviceable  from  unserviceable  hats;  taking  o£F  trim- 
ming and  sweatbands;  cleaning,  reblocldng,  finishing,  and  trimming  hats. 

Qualifications: 

Common-school  education ;  not  less  than  six  months'  experience  in  renovating 
felt  hats;  ability  to  measure,  cut,  and  sew  ribbons,  trimming,  and  sweat  bands; 
and  knowledge  of  cleaning,  reblocking,  sising,  and  finishing  felt  hats. 

Compensation  for  Class 

Annual:  $1140 

Title  of  Class: 

INK  MAKER  Q  ^  ^ 

Specifications  of  Class 
Duties: 

Under  general  supervision,  to  make,  mix,  and  grind  ink  for  plate  or  surface 
printing;  to  test  commercial  ink  for  color,  consistency,  grade,  and  quality;  and 
to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  practical  experience  and  ability  in  manufacturing, 
mixing,  and  testing  printers*  inks. 

Compensation  for  Class 
Hourly:  |0.85 
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Title  of  Glass: 
KNIFB  GRINDER 

Specifications  ol  Class  Uo{j 

Datiea: 

Under  supervision,  to  grind,  hone,  and  keep  in  good  repair,  knives,  blades, 
scissors,  and  other  cutting  tools ;  and  to  perform  related  work  as  required. 

Examples :  Grinding  and  honing  machine  knives  for  cutting  paper,  wood,  or 
steel ;  grinding  and  honing  wood  working  tools ;  grinding  printing  press  fountain 
blades,  carving  and  case  knives,  or  dynamo  brushes. 


ions: 

Common-school  education ;  not  less  than  three  years*  apprenticeship  in  knife 
grinding ;  knowledge  of  grinding  stones  and  grinding  machinery ;  ability  to  pro- 
duce the  proper  bevel  and  cutting  edge,  mechanical  aptitude  and  adaptability. 

Compensation  for  Class 

Hourly :  |0.76 

Title  of  Class: 
LABORATORY  HELPER 

« 

Spedllcations  of  Claas  987 

Duties: 

To  clean  laboratories  and  laboratory  apparatus  md  glassware;  to  receive, 
care  for,  and  ship  laboratory  materials  and  outfits ;  to  assist  In  cleaning  and  pre- 
paring specimens ;  to  care  for  and  feed  experimental  animals ;  to  prepare  media 
and  stock  solutions ;  and  to  perform  related  work  as  required. 

Qnallfications: 

Common-school  education;  carefulness  and  reliability. 

Compensation  for  Class 

Annual:  $1140-n$1200-^1260-|1320 


Title  of  Class  : 

PAPER  MAKER  ^Hyi 

Spedficfttimis  of  Class  ^^ ^ 


Under  general  sui)ervlslon,  to  make  or  supervise  the  making  of  various 
grades  of  paper  from  rags,  waste  paper,  or  wood  pulp,  on  standard  pat)er- 
maklng  machinery ;  and  to  perform  related  work  as  required. 

QnaUflcations: 

Common-school  education;  preferably  graduation  from  a  technical  high 
school ;  broad  experience  in  paper  making ;  ability  to  perform  the  functions  of 
machine  tender,  beater  man,  and  beater  engineer  on  rag  stock,  wood  pulp,  or 
waste  stock;  some  knowledge  of  the  work  of  a  millwright;  and  ability  to 
make  minor  repairs  to  paper-mlU  machinery. 

Compensation  for  Class 
Hourly:  |0.85 


Title  of  Class  : 

PASTE,  GLUE,  AND  GUM  MAKER  QUii 

Specifications  ol  Class  ^  O  « ' 

Dirties:  / 

Under  supervision,  to  make  and  mix  adhesive  paste,  glue,  and  gum  for  use 
on  i)aper,  cloth,  rubber,  and  metal ;  and  to  perform  related  work  as  required. 

16491&— 20— PT  2 29 
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Qnalifioitioiui: 

Oommon-school  education;  ability  to  read  and  follow  formulae;  thorough 
knowledge  of  the  use  and  care  of  implements  and  materials,  such  as  kettles, 
hydrometers,  thermometers,  scales,  glue,  rubber,  gum  arable,  dextrine,  and 
glucose ;  and  ability  to  operate  steam,  electric,  or  gas  heating  kettles  and  mizers. 

Compensation  for  Clttss 

Annual:  $1880-fl440-41600 

TiTLB  or  Glass  : 

ROLLER  MAKER  9 1 )  0 

Spedllcations  of  Class 
Duties; 

Under  supervision,  to  make  rubber  and  composition  rollers  for  use  on  print- 
ing presses  and  other  machinery ;  and  to  perform  related  work  as  required. 

Qnalificatioiis: 

CJommon-school  education;  not  less  than  three  years'  apprenticeship  at  the 
roller  making  trade ;  thorough  knowledge  of  the  operation  and  care  of  kettles, 
furnaces,  molds,  cores,  ''Gatling  guns,"  and  other  apparatus;  knowledge  of 
composition,  rubber,  glue,  molasses,  and  other  ingrediehts  used  in  the  manufac- 
ture of  printing  press  rollers  for  summer  or  winter  use ;  and  physical  strength. 

Compensation  for  Class 

Hourly:  $0.95 

Tttlb  or  Glass: 

TANK  MAN,  BUREAU  OF  ENGRAVING  AND  PRINTING 

Speciflcations  ci  Class  ^U'i 

Duties:  ^  ^^  ^ 

Under  immediate  supervision,  to  stack  p&per  used  in  the  manufacture  of 
paper  money,  bonds,  and  stamps  in  the  Bureau  of  Engraving  and  Printing; 
to  place  small  bundles  or  "sections"  of  paper  to  be  used  for  printing  pmper\j 
between  wet  cloths  to  insure  uniform  dampening;  to  fold  and  soak  wetting 
cloths  for  further  use;  and  to  perform  related  work  as  required. 

Qnalifieations: 

Aptitude ;  common-school  education ;  carefulness  and  good  physical  condition. 

Principal  Lines  of  Promotion 

To :  Shop  Porter. 

Annual:  $1140 
Tms  OF  Glass  : 


Compensation  for  Class 


UPHOLSTERER  AND  MATTRESS  MAKER 

Spedfleations  of  Class  ^  ^  i  9 

Duties:  ^  ^' ^ 

Under  supervision,  to  repair  and  renovate  mattresses  and  pillows;  to  cover 
furniture ;  to  make  shades,  awnings,  and  slip  covers ;  to  make  and  repair  seats 
and  cushions  for  automobiles,  carriages,  and  office  chairs;  and  to  perform  re- 
lated work  as  required. 

Qnalilleations: 

Common-school  education;  not  less  than  three  years'  apprenticeship  in  the 
upholsterer's  trade;  skill  in  sewing,  packing,  tufting,  cutting,  and  estimating; 
ability  to  select  and  grade  ticking,  straw,  husk,  hair,  felt,  floss,  canvas, 
leather,  and  substitutes ;  and  thorough  knowledge  of  materials  and  their  proper 
treatment. 

Compensation  for  Class 
Hourly:  $0.70 


26,  THE  ACTUARIAL  SERVICE 


SERVICES  INVOLVING   SCIENTIFIC,  TECHNICAL, 
PROFESSIONAL,  OR  SUBSIDIARY  WORK 


This  service  includes  classes  of  positions,  the  duties  of  tohich  are  to  supervise 
or  to  perform  work  involving  the  collection^  tabulation^  verification,  analy- 
sis, or  interpretation  of  actuarial  data,  the  preparation  of  actuarial  for- 
mtOae  and  the  furnishing  of  critical  and  constructive  acturial  advice, 

CUik 


Tnuiap  Glass: 

HSAD  ACTUARIAL  CLERK 

SpsciHeatioiis  oi  Class  u  J  f) 

Dntics: 

Under  direction,  to  supervise  the  making  of  actuarial  compilations,  including 
tlie  calcalation  of  premium  rates,  policy  values,  premium  income,  annuities, 
and  installment  values ;  to  design  record  and  table  forms ;  under  supervision,  to 
prepare  rate  books ;  and  to  perform  related  work  as  required. 

Qualilicatioiis: 

Training  equivalent  to  that  repres^ited  by  graduation  from  high  school; 
preferably  collie  training  with  specialization  in  mathematics;  not  less  than 
one  year's  experience  as  a  Senior  Statistical  Clerk  in  a  Government  office,  per- 
forming actuarial  work,  or  as  a  responsible  actuarial  clerk  in  a  life  insurance 
company ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Statistical  Clerk ;  Principal  Statistical  Clerk. 

Compensation  for  Class 

Annual:  $240(^$2520-|264O-$2760 


Title  of  Class: 

ASSOCIATE  ACTUARY  Q (l  i 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  one  or  both  of  the  following  functions:— (1)  to 
organize  and  manage  a  large  organization  of  clerks  engaged  in  statistical  actua- 
rial work,  including  the  planning  of  tabulations,  the  laying  out  of  flow  of  work, 
and  the  analysis  of  the  results;  or  (2)  to  make  investigations  requiring  the 
application  of  the  principles  of  actuarial  science ; — ^and  to  perform  other  related 
work. 

451 
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Examples:  Managing;  a  large  organization  of  statistical  clerks,  typists,  and 
stenographers  engaged  in  the  tabulation  of  actuarial  data,  and  in  preparing 
progress  reports  and  work  records  for  the  Bureau  of  War  Risk  Insurance; 
making  studies  of  war  risk  and  pension  laws  of  various  countries. 

Qualificatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  in  mathematics, 
statistics.  Insurance,  and  economics;  and  not  less  than  five  years'  successful 
experience  in  actuarial  or  statistical  work  of  a  high  grade. 

Princiiial  Lines  of  Promotion 

I<Yom:  Assistant  Statistician. 
To:  Actunry. 

Compensation  for  Class 

Annual :  $3240-$33e(>-$3480-$360(H;372(>-$3840 


Title  of  Class: 

ACTUARY  '  QQj^ 

Specifications  of  Class  J  J  t ) 

Duties: 

To  assist  in  the  administration  of  actuarial  work  conducted  on  a  large  scale, 
or  Independently,  to  prosecute  the  most  difflcnlt  or  involved  lines  of  actuarial 
research;  to  exercise  Immediate  supervision  over  several  sections  of  an  im- 
portant actuarial  division ;  and  to  perform  other  related  work. 

Example :  Assisting  the  Senior  Actuary  of  the  Bureau  of  War  Risk  Insurance 
in  the  advanced  technical  actuarial  work  of  the  bureau. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  specialization  in  mathematics, 
statistics,  insurance,  and  related  subjects;  not  less  than  seven  years*  successful 
experience  in  the  application  of  actuarial  science;  and  ad:ninlstratlve  ability. 

Principal  Lines  <^  Promotion 

From:  Associate  Actuary. 
To:  Senior  Actuary. 

Compensation  for  Class 

Annual:  $414(>-4432a-$4500-$4680-$4860-|5040 


Title  of  Class: 

SENIOR  ACTUARY  q  q  . . 

Specifications  of  Class  i/  «M) 

Duties: 

To  direct  actuarial  work  on  a  large  scale,  such  as  that  of  the  Bureau  of  War 
Klsk  Insurance;  to  prepare  the  estimates  of  appropriations  in  so  far  as  they 
Involve  actuarial  computations  and  to  direct  the  collection,  tabulation,  and 
analysis  of  such  data  as  may  be  called  for  from  the  actuarial  division;  and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  10  years'  successful 
experience  in  actuarial  work,  of  which  at  least  five  years  shall  have  been 
spent  in  a  highly  responsible  position;  and  administrative  ability  of  a  high 
order. 

Principal  Lines  of  Promotion 

From:  Actuary. 

Compensation  for  Class 
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Tmx  or  Glass  : 

TREASURY  ACTUARY  ciii^ 

Spccifleatioiis  of  Class  U  \t  i 

Duties: 

To  perform,  independently,  miscellaneoas  actuarial  and  statistical  work 
in  connection  with  interest  and  the  bonded  indebtedness  of  the  United  States ; 
and  to  perform  related  work  as  required. 

Examples:  Preparing  interest  tables  used  by  the  Treasury  Department 
proper;  maintaining  and  publishing  a  record  of  the  market  price  and  invest- 
ment values  of  securities  issued  by  the  United  States  Government;  estimating 
the  population  of  the  several  States ;  estimating  Federal  revenues  and  expendi- 
mres;  assisting  the  Ways  and  Means  Conmiittee  of  the  House  of  Representa* 
tlves  and  the  Finance  Committee  of  the  Senate. 

Qnalillcatiinui : 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  specialisation  in  mathematics, 
economics,  and  statli!^cs ;  several  years'  responsible  experience  in  the  financial 
work  of  the  Treasury  Department ;  and  sound  judgment 

Compensation  for  Class 


f  f  f  -    la  -j-o 

27.  THE  AGRICULTURAL  PROMOTION  AND 

EXTENSION  SERVICE 


ThiB  iervice  includes  classes  of  positUms,  the  duties  of  wMch  are  to  Mpcr- 
vise  or  to  perform  work  dealing  ivith  economic  condUUmM  afjfectimg  the 
production,  marketing,  distribution,  and  consumption  of  agrieuUurul  prod- 
ucts, or  in  carrying  to  the  public,  primarily  through  personal  contact,  ths 
practical  results  of  research  and  approved  practice  in  agriculture  and  home 
economics,  but  not  including  classes  which  faU  within  the  Departmental 
Publications  amd  Information  Service, 

AGBICDi/tUBAL  ECONOMICS  : 

Jvnior  Affriciiltaral  Econwobt 
Anlstent  Avrlailtaral  Econombt 
Awrltto  Affrlcvltanl  Economist  (GrMp) 
Affriodtanl  Ecoii*nitet  (Gronp) 
Chtoft  OAco  wf  Firm  MluuisviiMiit 

AORICULTUBAL  AND  HOMB  ECONOMICS  EXTENSION  : 

Awistent  Extonslon  Speelalbt  In  Asrloiltan 

Extonilon  SpMimlist  In  Affricaltars 

SclentUlc  and  AdmlnlitratiTv  AMistent  fat  Asiindtafml 

AMiftant  Extension  SpacUlbt  In  Boya'  CHnb  Woik 
Extension  Spedallat  In  Boya'  dnb  Work 

Aaslatent  Extension  SpodaUat  fat  Homo  Eoonomica 
Extenalon  SpodaUat  In  Houm  Eeonomica 

Aaalatent  Extenalon  Spociallit  In  GliOa'  anb  Work 
Extenalon  Spodallat  In  GIria'  Clnb  Work 

Sonlor  Extenaten  Speelallat  In  Acrlcoltaro  and  K 

Daibt  Psoducts  Utilization: 

Jvnior  Dairy  Prodncte  UtOisatton  Atont 
Dairy  Prodncte  Utilisation  Ac«nt 

Mabxbtino,  Fabm  Pbodupts  : 

Jonlor  Markotinc  SpedaUat  (Gronp) 
Aaaiatant  Markotinf  Spedallat  (Gronp) 
AaMdate  Markatinc  Spodallat  (Gronp) 
Mafkotfaitf  Spodallat  (Gronp) 
Aaaiatant  Cblaf»  Bnroan  of  Maikate 
CMoft  Bnroan  of  Markote 


AGRICULTURAL  ECONOMICS. 


Title  of  Giass  : 

JUNIOR  AGRICULTURAL  ECONOMIST 

Spedllcatioiui  of  Class  ^  ^'  O 

Duties: 

Under  immediate  supervision,  to  collect  and  arrange  data  in  connection  with 
agricultural  investigations  or  research;  to  assist  in  work  which  reinilres  a 
knowledge  of  the  theory  of  agricultural  economics;  and  to  perform  necessary 
fi^ld  and  related  work  as  required. 
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Bzamples :  Collecting  and  tabulating  simple  data  in  regard  to  farm  bnalneas 
and  analysis,  crop  and  live  stock  conditions,  land  economics,  farm  finance, 
and  tBLim  life  organization. 

QnaBllcatioiui: 

Training  eqnivaloit  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  in  agricultural  eco- 
nomics; and  not  less  than  one  year's  experience  in  agricultural,  economic,  or 
statistical  inquiries,  or  one  year  of  graduate  study  in  this  field. 

Principal  Lines  of  Promotion 

» 

To:  Assistant  Agricultural  Economist. 

Compensation  fwr  Class 

Annual:  |18O(>-^92a-$2O40-|2ieO 


Title  or  Class  : 

ASSISTANT  AGRICULTURAL  ECONOMIST 

Spedllcatioiui  of  Claaa  99!) 

Dntiea: 

Under  general  direction,  to  collect,  analyze,  and  digest  data  in  connection 
with  agricultural  economic  investigations  or  research ;  under  immediate  super- 
Tision,  to  conduct  minor  Investigations  or  research ;  to  assist  in  writing  reports 
handling  correspondence,  questionnaires,  and  schedules;  and  to  perform  neces- 
sary field  and  other  related  work  as  required. 

Examples:  Investigating  the  organization,  operation,  and  maintenance,  ot 
cooperative  farm  marketing  associations;  assisting  in  research  and  Investiga- 
tional work  for  the  accumulation  of  information  relative  to  world  markets 
for  agrcultural  products;  making  a  detailed  study  of  farm  practice  in  the 
production  of  hay;  gathering  and  recording  farm  data  from  farmers  or  di- 
recting a  squad  of  agents  gathering  routine  information  of  this  kind ;  assisting 
in  economic  investigations  of  the  lumber  Industry. 

Qnalilleatiomi: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  In  agricultural  eco- 
nomics, and  by  one  year's  graduate  study  in  this  field;  and  not  less  than  two 
years*  successful  experience  in  research  in  agricultural  economics. 

Principal  Lines  of  Promotion 

From:  Junior  Agricultural  Economist. 
To:  Associate  Agricultural  Economist. 

Compensation  for  Class 

Annual:  $240(>-«2620^$264()-^27e(>-|288(>-$8000 


Nams  or  Gboup  or  Glasses  : 

ASSOCIATE  AGRICULTURAL  ECONOMIST 

TiTLxs  or  Ttfical  Classes  in  Gbottp: 

Assodato  Agriealtinml  Economist  (Agricnitniml  Insimnce) 

Associate  Agricnltnial  Economist  (Forest  Economics) 

Assodato  AgricoHoral  Economist  (Dairying)  ^  a  i  >.  ' 

Speciflcatioiis  of  Classes  in  Gronp 
Duties: 

Under  general  direction,  to  direct  minor  agricultural  economic  investigations 
and  researdi,  or  to  assist  in  the  administration  of  major  investigations  and 
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research  in  this  field ;  In  consultation  with  a  superior,  to  determine  matters  of 
I)olicy  relative  to  organization,  scope,  management,  analysis  and  presentation; 
and  to  perform  necessary  field  and  other  related  work. 

Examples :  Gathering  information  concerning,  and  encouraging  and  promoting 
the  extension  and  improvement  of,  agricultural  insurance;  studying  the  effects 
of  destructive  lumbering,  the  maintenance  of  wood-using  industries,  the  estab- 
lishment of  permanent  forest  communities  and  other  problems  in  forest  eco- 
nomics ;  conducting  field  studies  in  cooperation  with  farmers  and  obtaining  data 
regarding  organization,  operation,  efficiency,  and  other  factors  affecting  farm 
profits;  directing  research  work  in  the  economic  geography  of  agriculture; 
supervising  the  gathering  of  data  on  methods  of  maintaining  soil  fertility  and 
results  obtained  under  various  conditions  of  climate,  soil,  fertilization,  etc. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  tjbree  years'  graduate  study  in  agri- 
cultural economics;  not  less  than  two  years'  experience  in  this  field;  and 
success  in  agricultural  economic  investigations  and  research  as  shown  by 
writings  and  publications. 

Special  Qualificationfl: 

For  each  class  in  the  group,  specialization  in  training  and  experience  In  one 
or  more  branches  of  agricultural  economics,  as  Indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From :  Assistant  Agricultural  Economist. 
To:  Agricultural  Economist. 

Compensation  for  Classes  in  Group 

Annual:  $3240-$3860-$3480-^600-$8720-$8840 


Name  of  Gbottf  of  Classes: 
AGRICULTURAL  ECONOMIST 

Titles  of  Typical  Classes  in  Gboitp: 
Agricaltoral  Economist  (Rural  Organization) 
Agricultural  Economist  (Land  Economics) 
Agricultural  Economist  (Farm  Cost  Accounting) 

Specifications  of  Classes  in  Group  1  U  U 1 

Duties: 

Under  general  direction,  to  jperform  one  or  more  of  the  following  functions  In 
the  prosecution  of  important  work  in  agricultural  economics:  (1)  To  assist  in 
the  administration  of,  or  to  direct  major  phases  of,  agricultural  economic  inves- 
tigations or  research  conducted  on  a  large  scale  in  such  fields  as  farm  economics, 
forest  economics,  road  economics,  or  marketing,  including  the  determination  of 
matters  of  policy  relating  to  organization,  management,  scope,  analysis,  and 
presentation;  (2)  to  conduct,  independently  or  with  assistants,  original  re- 
search, requiring  at  its  inception  broad  knowledge  of  agricultural  economies; 
(3)  to  serve  as  an  adviser  on  particular  subjects  In  this  field;  and  to  perform 
necessary  field  and  other  related  work. 

Examples :  Supervising  studies  of  the  cost  of  production  a&d  other  phases  of 
farm  business  analysis;  serving  as  a  project  leader  for  important  work  In 
rural  organization ;  conducting  investigations  on  a  broad  scale  Into  the  foreign 
markets  for  agricultural  products. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing  and  by  three  years*  graduate  study  in  agri- 
cultural economics ;  not  less  than  four  years'  successful  experience  in  the  or- 
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ganization  and  management  of  minor  agricultural  economic  inqulriea  and  Inves- 
tigations including  the  determination  of  their  sco];)e  and  the  methods  of  pre- 
senting reports,  or  in  independent  research  as  shown  by  writings  and  publl' 
cations. 

Special  Qualifieatioiui: 

For  each  class  in  the  group,  specialization  in  training  and  experience  in  one 
or  more  branches  of  agricultural  economics,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From:  Associate  Agricultural  Economist. 

To :  Chief,  Office  of  Farm  Management ;  Chief,  Bureau  of  Markets. 

Compensation  for  Classes  in  Group 

Annual:  $414<M4820-$4500-^4e8<>-f48ea-$5040 


This  of  Class  : 

CHIEF,  OFFICE  OF  FARM  MANAGEMENT 

Specifications  of  Class  j  002 

Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  oversee  the 
work  of  the  CMIce  of  Farm  Management  in  studying  economic  farming  problems 
with  a  view  to  reducing  costs  and  increasing  profits  through  better  farm  or- 
ganization and  a  better  adjustment  of  production  to  the  demands  of  the  market ; 
to  direct  research  into  the  cost  of  production,  farm  organization,  farm  finance, 
the  geographical  distribution  of  types  of  farming,  the  supply  and  use  of  labor, 
land  utilization  and  land  tenure  and  farm  life;  and  to  perform  other  related 
worlL 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing  and  by  three  years'  graduate  study  in  agri- 
cultural economics;  not  less  than  seven  years*  successful  and  responsible  ex- 
perience in  the  organization  and  management  of  major  inquiries  and  investi- 
gations in  agricultural  economics,  including  the  determination  of  their  scope 
and  the  methods  of  presenting  reports,  or  marked  distinction  achieved  in  inde- 
pendent research  as  shown  by  writings  and  publications. 

Principal  Lines  of  Promotion 

From:  Agricultural  Economist;  Marketing  Specialist. 

Compensation  for  Class 


AGRICULTURAL    AND    HOME    ECONOMICS    EXTENSION 


TlTLB  OF  ClASS : 

ASSISTANT  EXTENSION  SPECIALIST  IN  AGRICULTURE 

Specifications  of  Class  ^  f\i\*^ 

Duties:  J  UUfi 

To  perform,  under  administrative  and  technical  direction,  work  of  importance 
in  the  prosecution  and  supervision  of  agricultural  extension  activities ;  and  to 
perform  related  work  as  required. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  In  agriculture ;  not  leas 
than  three  years'  successful  experience  In  agricultural  extension  work,  at  least 
one  of  which  must  have  been  In  an  administrative  capacity ;  ability  to  carry  on 
Independent  work;  and  good  address. 

Principal  Lines  of  Promotion 

To :  Extension  Specialist  In  Agriculture. 

Compensation  for  Class 

Annual :  $2760-$2880-^3000^120-$3240 


Trruc  or  Giass  : 

EXTENSION  SPECIALIST  IN  AGRICULTURE 

Specifications  of  Class  1004 

Duties: 

To  perform,  Independently  or  with  associates  or  subordinates,  work  of 
major  importance  In  the  prosecution  or  supervision  of  agricultural  extension 
activities;  to  devise  methods;  to  plan  and  correlate  projects;  to  propose  and 
In  some  matters  to  determine  policies  under  exi3tlng  laws  and  regulations; 
to  receive  and  examine  reports  from  field  workers;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  agriculture;  not 
less  than  five  years*  successful  experience  and  proven  ability  In  the  prosecu- 
tion of  work  In  agricultural  extension,  at  least  two  of  which  shall  have  been 
In  an  administrative  capacity;  and  thorough  knowledge  of  farm  problems  and 
methods  In  extension  work. 

Principal  Lines  of  Promotion 

From:  Assistant  Extension  Specialist  In  A^culture. 

To:  Senior  Extension  Specialist  In  Agriculture  and  House  Economics;  Scien- 
tific and  Administrative  Assistant  In  Agricultural  Extension. 

Compensation  for  Class 

Annual  $3800-^3420-n$8540-$366(>-$3780-$3900 


TnuB  or  Glass  : 

SCIENTIFIC    AND    ADMINISTRATIVE    ASSISTANT    IN    AGRICUL- 
TURAL EXTENSION 

Specifications  of  Class  1  0  ()  5 

Duties: 

To  act  as  scientific  and  administrative  assistant  to  the  Director  of  the 
States  Relations  Service  in  connection  with  actlvltUMs  arising  under  the  Smlth- 
I^ever  Act;  to  review  for  the  director,  various  extension  projects,  budget  esti- 
mates and  statements  of  expenditures  under  the  Act,  with  special  r^erence 
to'  their  legal  fitness,  and  to  make  recommendations  in  this  connection;  to 
prepare  special  reports  on  various  phases  of  the  work  of  the  States  Relations 
Service,  and  letters  and  memoranda  relative  to  work  and  expenditures  under 
cooperative  extension  funds;  to  represent  the  director  in  bureau  and  depart- 
ment conferences  dealing  with  plans  and  methods  of  procedure  in  cooperative 
extension  work ;  and  to  perform  other  related  work. 
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Qnalifieatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  witli  major  work  in  science  and  its 
applications  to  agriculture  or  home  economics;  and  not  less  than  five  years* 
successful  experience  and  proven  ability  in  the  prosecution  of  work  in  extension 
in  agriculture  or  home  economics,  two  years  of  which  shall  have  been  in  an 
administrative  capacity;  intimate  knowledge  of  rural  problems  and  methods 
In  extension. 

Principal  Lines  of  Promotioii 

From:  Extension  Specialist  In  Agriculture. 
To:  Director,  States  Relations  Service. 

Compensation  for  Class 

Annual:  $2760-288(V-$8000-$312(H(3240 


Tmx  or  CiASfi : 

ASSISTANT  EXTENSION  SPECIALIST  IN  BOTS'  CLUB  WORK 

Specifications  of  Class  ^  ^  , 

Dirtta:  J  006 

To -perform,  under  administrative  and  technical  direction,  work  of  importance 
in  the  direction  and  supervision  of  activities  in  connection  with  the  organiza- 
tion of  boys'  clubs  and  their  development  as  agences  for  agricultural  exten- 
sion; and  to  perform  related  work  as  required. 

QnalificationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  reco^ized  standing,  with  major  work  in  agriculture;  not 
less  than  three  years'  successful  experience  in  teaching  and  extension  work 
with  boys  or  girls,  at  least  one  year  of  which  shall  have  been  in  an  admin- 
istrative capacity ;  ability  to  carry  on  independent  work ;  and  good  address. 

Principal  Lines  of  Promotion 

To :  Extension  Specialist  in  Boys'  Club  Work. 

Compensation  for  Claas 

Annual :  $2760-^2880>$3000-$312O-$3240 


TlTUB  OF  ClASfi : 

EXTENSION  SPECIALIST  IN  BOTS'  CLUB  WORK 

Specifications  of  Class  10(1/ 

Duties:  JUV/f 

To  perform.  Independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  the  direction  and  supervision  of  activities  in  connection  with 
the  organization  of  boys'  clubs  and  their  development  ab  agencies  for  agri- 
cultural extension ;  to  devise  methods ;  to  plan  and  correlate  projects ;  to  propose 
and  in  some  matters  to  determine  policies,  under  existing  laws  and  regulations ; 
to  receive  and  examine  reports  from  field  workers;  and  to  perform  other 
related  work. 

Qaalificati^ma: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  agriculture  i  not 
less  than  five  years'  successful  experience  and  proven  ability  in  teaching  and 
extension  work  with  boys  or  girls,  at  least  two  years  of  which  shall  have 
been  in  an  administrative  capacity;  and  thorough  knowledge  of  niml  con- 
ditions and  extension  methods  with  young  people. 
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Principal  Lines  of  Promotion 

From :  Assistant  Extension  Specialist  In  Boys*  Club  Work. 

To :  Senior  Extension  Specialist  in  Agriculture  and  Home  Economics. 

Compensation  for  Class 

Annual:  $8dOa-$3420-$8540-$366(H^780-$S900 


Title  of  Culss  : 

ASSISTANT  EXTENSION  SPECIALIST  IN  HOME  ECONOMICS 

Specifications  of  Class  i  H  M  C 

Duties:  lUUo 

To  perform,  under  administrative  and  technical  direction,  work  of  Impor- 
tance in  the  prosecution  and  supervision  of  home  economics  extension  actlTi* 
ties ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  home  economics;  not 
less  than  three  years'  successful  experience  in  extension  work,  at  least  one  of 
which  shall  have  been  in  an  administrative  capacity;  ability  to  carry  on  in- 
dependent work ;  and  good  address. 

Principal  Lines  of  Promotion 

To:  Extension  Specialist  in  Home  Economics. 

■ 

Compensation  for  Class 

Annual:  $2760-$2880-$d00M8120-43240 


TrruB  or  Class  : 

EXTENSION  SPECIAUST  IN  HOME  ECONOMICS 

Specifications  of  Class  1  OOU 

Duties: 

To  i)erform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  the  prosecution  or  sux)ervislon  of  home  demonstration  activities; 
to  devise  methods ;  to  plan  and  correlate  projects ;  to  propose  or  in  some  mat- 
ters to  determine  policies  under  existing  laws  and  regulations ;  to  receive  and 
examine  reports  from  field  workers;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  home  economics; 
not  less  than  five  years'  successful  experience  and  proven  ability  in  the  prose- 
cution of  home  economics  and  extension  work,  at  least  two  of  which  shall 
have  been  in  an  administrative  capacity ;  and  thorough  knowledge  of  home  prob- 
lems and  methods  of  extension  work. 

Principal  Lines  of  Promotion 

From :  Assistant  Extension  Specialist  in  Home  Ek^onomics. 

To:  Senior  Extension  Specialist  in  Agriculture  and  Home  Economics. 

Compensation  for  Class 

Annual:  $830O-^3420-^540^$366(>- $3780 -^3900 
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Title  of  Glass  : 

ASSISTANT  EXTENSION  SPECIALIST  IN  GIRLS*  CLUB  WORK 

Specifications  of  Class  lOl  -^ 

Duties: 

To  perform,  under  administrative  and  technical  direction,  work  of  importance 
in  the  direction  and  supervision  of  activities  in  connection  with  the  organiza- 
tion of  girls'  clubs  and  their  development  as  agencies  for  extension  in  home 
economics;  and  to  perform  related  worli  as  required. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  home  economics; 
not  less  than  three  years*  successful  experience  in  teaching  and  extension 
work  with  boys  or  girls,  at  least  one  year  of  which  shall  have  been  in  an 
administrative  capacity;  ability  to  carry  on  independent  work;  and  good 
address. 

Principal  Lines  of  Promotion 

To:  Extension  Specialist  in  Girls*  Club  Work. 

Compensation  for  Class 

Annual :  |2760-|2880-4300(>-$312(>-$3240 


Title  of  Class  : 

EXTENSION  SPECIALIST  IN  GIRLS'  CLUB  WORK 

Spedfications  of  Class  1011 

Dutioi:  XV   --*, 

To  perform,  Independently  or  with  associates  or  subordinate's,  work  of  major 
importance  in  the  direction  and  supervision  of  activities  in  connection  with 
tlie  organization  of  girls*  clubR  and  their  development  as  agencies  for  exten- 
sion work  in  home  economics;  to  devise  methods;  to  plan  and  correlate  proj- 
ects; to  propose  and  in  some  matters  to  determine  policies  under  existing 
laws  and  regulations;  to  receive  and  examine  reports  from  field  workers;  and 
to  perform  other  related  work. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  vfith  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  home  economics; 
not  less  than  five  years'  successful  experience  and  proven  ability  in  teaching 
and  extension  work  with  boys  or  girls,  at  least  two  years  of  which  shall  have 
been  in  an  administrative  capacity;  and  thorough  knowledge  of  rural  con- 
ditions and  extension  methods  with  young  people. 

Principal  Lines  of  Promotion 

From:  Assistant  Extension  Specialist  in  Girls'  Club  Worlc. 

To:  Senior  Extension  Specialist  in  Agriculture  and  Home  Economics. 

Compensation  for  Class 

Annual:  $3300-43420-^$3540-$366(V^780^900 


Tttle  or  CiASS : 

SENIOR  EXTENSION  SPECIALIST  IN  AGRICULTURE  AND  HOME 
ECONOMICS 

Specifications  of  Class  j[0  l  w 

Duties: 

Under  the  general  direction  of  the  administrative  head  of  the  States  Relation 
Service,  to  direct  broad  lines  of  extension  work  in  agricultural  and  home 
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economics;  to  study  and  devise,  and  direct  research  in»  extension  methods;  to 
act  as  adviser  and  consulting  specialist  on  extension  matters;  to  organize 
and  conduct  conferences  of  extension  worlcers;  to  determine  policies  under 
existing  laws  and  regulations,  and  to  perform  other  related  work. 

Qaalificationfl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  the  basic  sciences 
and  their  application  to  agriculture  and  home  economics;  not  less  than  eii^t 
years'  successful  experience  and  proven  ability  in  the  prosecution  or  adminis- 
tration of  extension  work  in  agricultural  and  home  economics  or  in  work 
yielding  equivalent  experience ;  and  broad  knowledge  of  agricultural  and  home 
economic  problems  and  extension  work. 

Principal  Lfines  ci  Promotton 

From:  Extension  Specialist  in  Agriculture;  Extension  Specialist  in  Home 
Economics;  Extension  Specialist  in  Boys'  Club  Work;  Extension  Specialist 
in  Girls'  Club  Work. 

Compensation  far  Class 

•     •     • 


DAIRY  PRODUCTS  UTILIZATION 

TrcLB  or  Cuum: 

JUNIOR  DAIRY  PRODUCTS  UTILIZATION  AGENT 

Specifications  of  Class  1  U 1 0 

Dvtiea: 

Under  supervision,  to  conduct  demonstrations  and  furnish  information  on 
the  food  value  and  methods  of  utilization  of  dairy  products;  to  lecture  at 
dairy  shows  and  State  fairs  and  other  public  gatherings  on  the  use  of  dairy 
products  in  the  diet;  to  abstract  scientific  literature  relating  to  such  work; 
to  compile  summaries  for  the  use  of  extension  workers ;  and  to  perform  other 
related  work.  . 

Qualifleatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing,  with  major  work  in  home  economics; 
ability  to  read  scientific  French  or  German,  and  to  present  scientific  facts 
clearly  in  nontechnical  language. 

Principal  Lines  of  Promotion 

To:  Dairy  Products  Utilization  Agent. 

Compensation  for  Class 

Annual:  $204(M2160— $2280^240M2520-$2640 


Title  or  Class  : 

DAIRY  PRODUCTS  UTILIZATION  AGENT 

* 

Specificatioiis  of  Class    '  X  0  1 4' 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  im- 
portance in  connection  with  dairy  products  utilization  studies  and  the  related 
extension  activities ;  to  devise  new  methods  of  utilization  and  to  prepare  bulle- 
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tins  and  posters  and  reports  of  research  for  the  nse  of  teachers  and  eztoision 
workers,  or  to  perform  administrative  work  arising  lii  connection  with  the 
prosecution  of  such  activities ;  to  supervise  and  to  perform  extension  work ;  to 
propose  or  to  determine  policies  under  existing  laws  and  regulations;  and  to 
perform  other  related  work. 

Qualifleatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  home  economics;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  not  less  than  five  years'  experience 
Id  the  successful  prosecution  or  administration  of  work  in  home  economics  and 
extension  activities ;  ability  to  read  scientific  French  and  Grerman,  or  equivalent 
language  training;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Dairy  Products  Utilization  Agent. 

Compensation  for  Class 

Annnal:  9880(Md420-«854Md6Q(MS73M8900 


MARKETING  FARM  PRODUCTS 

Nau  or  Gbodf  or  CIabsbs  : 

JUNIOR  MARKETING  SPECIALIST 

Titus  or  Typical  Classes  in  Gboxtp: 

Jmior  Maikotiiiflr  Specialist  (Cotton) 
Joiior  Mariietiiiff  Specialist  (Grain) 
Jmdor  Mariieting  Specialist  (Wool) 

Spedflcations  of  Classes  in  Group  X  If  1 1> 

Duties: 

Under  supervision,  to  collect  data  concerning  marketing  conditions  and  prac- 
tices ;  to  arrange  and  tabulate  tiiese  data  for  the  use  of  superiors ;  to  do  routine 
work  In  connection  with  testing  and  analyzing  samples  of  specific  farm  prod- 
nets,  for  the  establishment  of  grades  and  standards,  or  In  connection  with  the 
enforcement  of  marketing  legislation ;  and  to  perform  related  work  as  required. 

Common  QnaMcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  with 
not  less  than  four  years'  successful  experience  In  the  marketing,  distribution, 
classing,  or  grading  of  agricultural  or  food  products. 

Special  Qnalifications: 

For  each  class  in  the  group,  special  training  or  experience  in  connection  with 
the  farm  product  with  which  the  work  Is  concerned,  as  Indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

To:  Assistant  Marketing  Specialist. 

Compensation  for  Classes  in  Group 

Annual:  $1200-4l32(M1440-$1560-!F168a-$1800 
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Name  of  Gboup  of  Classes: 
ASSISTANT  MARKETING  SPECIALIST 

Titles  of  Typical  Classes  in  Group: 

ABsistant  Marketing  Specialist  (Cotton) 

Assistant  Marketing  Specialist  (Grain) 

Assistant  Marketing  Specialist  (Wool)  "i  f\  i  (i 

Specifications  of  Classes  in  Group 
Duties: 

Under  supervision,  to  prosecute  responsible  work  in  one  or  more  of  the  follow- 
ing lines  of  work: — (1)  to  assist  in  collecting  data  for  use  in  the  investigation 
of  problems  concerning  the  marketing  of  farm  products  or  collecting  and  dis- 
seminating information  concerning  current  marketing  conditions,  such  as  prices, 
movements  of  supplies  of  farm  products,  etc. ;  (2)  to  assist  in  the  establish- 
ment of  grades  and  standards  for  specific  farm  products,  such  as  grains  or 
cereals,  cotton,  wool,  hay,  and  feeds,  live  stock  and  meats,  or  dairy  products,  in 
the  preparation  of  samples  of  standards,  and  in  testing  products  for  conformity 
to  the  standards;  or  (3)  to  assist  in  the  demonstration  of  grades  and  standards, 
or  of  improved  methods  of  handling  and  marketing  farm  products ;— and  to 
perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  two  years*  successful  and 
practical  experience  in  marketing  farm  products  or  allied  work ;  and  good  busi- 
ness Judgment. 

Special  Qualificationa: 

For  each  class  in  the  group,  special  training  in  connection  with  the  farm 
product  with  which  the  work  deals,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Junior  Marketing  Specialist 
To:  Associate  Marketing  Specialist. 

Compensation  for  Classes  in  Group 

Annual:  $2040-$2160-^2280-$2400-«2520-42640 


Name  or  Gbottp  or  Classes: 
ASSOCIATE  MARKETING  SPECIALIST 

Titles  or  Typical  Classes  in  Gaour: 

Associate  Marketing  Specialist  (Grain)  101*^ 

Associate  Marketing  Specialist  (Cotton)  ;^.  v  ^  * 

Associate  Marketing  Specialist  (Dairy  Products) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  perform  responsible  work  and  to  publish  results 
In  one  or  more  of  the  following  lines  of  work: — (1)  to  collect,  analyze,  and 
digest  data  concerning  the  transportation  or  warehousing  of  farm  products,  the 
handling,  storing  and  distribution  of  a  specific  farm  product,  such  as  grains  or 
cereals,  wool,  hay  and  feeds,  live  stock  and  meats,  and  dairy  products,  the  estab- 
lishment of  grades  and  standards  for  these  products,  the  physical  factors  In- 
volved in  storing,  packing,  and  transportation  of  products  in  the  most  efficient 
manner;  (2)  to  give  demonstrations  of  grades  or  standards  for  specific  products, 
and  of  improved  methods  of  handling  and  marketing  products;  or  (3)  to  assist 
In  the  administration  of  marketing  legislation,  in  market  surveys  or  in  the 
Market  News  Service; — and  to  perform  other  related  work. 


BBCLAaSIElOATIOK  COMMISSION  BBPOBT — ^PABT  n.  465 

Cominoii  Qiiallllcatioiu: 

Training  equivalent  to  that  represented  by  gradnatlon  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  five  years'  practical  and  re- 
sponsible experience  in  the  cultivation^  manufacture,  or  marketing  of  farm 
products ;  supervisory  ability ;  and  good  business  Judgment 

Special  Qnalillcatloiis: 

For  each  class  in  the  group,  special  training  in  connection  with  the  special 
crop  or  crops  with  which  the  work  deals,  as  indicated  by  the  title  of  that  class. 


Principal  Lines  of  Promotion 

From:  Assistant  Marketing  Specialist 
To:  Marketing  Specialist 

Compensation  for  Classes  in  Group 

Annual :  $27e(M288O-$8000-^12(>-«8240 


Name  of  Gbottp  of  Classes: 
MARKETING  SPECIALIST 

Titles  of  Tyfical  Classes  in  Gbottp: 

Marketing  Spedalist  (live  Stock)  1  O  1  5s 

Marketing  Spedalist  (Wool)  1 U  I  O 

MaAeting  Specialist  (Dairy  Products) 

Specifications  of  Classes  in  Group  t.  5 

Duties: 

Under  general  direction,  to  perforin  administrative  work  and  to  publish 
results  in  connection  with  one  or  more  of  the  following  lines  of  work: — (1)  to 
supervise  investigations  into  the  practice  followed  in  the  transportation  or  ware- 
housing of  farm  products  for  the  purpose  of  formulating  plans  and  legislation 
for  the  Improvement  of  such  practices;  (2)  to  supervise  investigations  relating 
to  conditions  surrounding  the  handling,  storing,  and  distribution  of  a  specific 
farm  product,  or  the  establishment  of  grades  and  standards  for  such  products ; 
(3)  to  direct  demonstrations  of  market  grades  and  standards  and  their  appli- 
cation, or  of  improved  methods  of  marketing  specific  products;  or  (4)  to  per- 
form administrative  work  in  connection  with  marketing  legislation,  the  Market 
News  Services,  or  market  surveys; — and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  and  by  two  years*  graduate  work ;  not  less 
than  four  years'  successful  and  responsible  experience  in  the  cultivation,  manu- 
facture, or  marketing  of  farm  products,  or  related  work,  including  successful 
administrative  experience ;  admJntstratiye  ability ;  and  good  btsiness  Judgment. 

Special  Qualifications: 

For  each  class  in  the  group,  special  technical  or  business  training  or  experi- 
ence in  connection  with  the  special  crop  or  crops  with  which  the  work  deals, 
or  with  a  special  phase  of  marketing  such  as  transportation  or  warehousing, 
as  indicated  by  the  title  of  that  dass. 

Principal  lines  d  Promotion 

From :  Associate  Marketing  Specialist 
To :  Senior  Agricultural  Economist. 

Compensation  for  Classes  in  Group 

Annual:  $330(M3420-^d54M3660-^780-|S900 
104919— 20— PT  2 80 
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TiruB  OF  Glass  :  -1  a  i  n 

ASSISTANT  CHIEF,  BUREAU  OF  MARKETS  1  0  IJ 

•  <•>  • 

Specifieatioas  of  Class  )  .     •     * 

Duties: 

To  aid  the  Chief,  Bureau  of  Markets,  in  the  administrative  work  of  the  Bureau 
and  in  the  consideration  of  general  questions  relating  to  its  activities;  perscm- 
ally  to  direct,  when  necessary,  special  lines  of  work  relating  to  the  marketing 
of  agricultural  or  food  products ;  and  to  perform  other  related  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^:ree  from 
an  institution  of  recognized  standing;  not  less  than  six  years*  successful  ex- 
perience in  connection  with  the  marketing  of  farm  products,  in  business  ad- 
ministration, or  law ;  intimate  knowledge  of  farm  marketing  problens ;  admin- 
istrative ability;  and  good  business  judgment 

Principal  Lines  of  Promotion 

From:  Associate  Marketing  Specialist 
To :  Chief,  Bureau  of  Markets. 

Compensation  for  Class 

Annual:  $a80(>-$342M354M3660-$3780-$8900 


Title  or  Class  : 

CHIEF,  BUREAU  OF  MARKETS  1020 

Specifications  of  Class 
Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  adminia- 
trative  charge  of  all  the  activities  of  the  Bureau  of  Markets  of  the  Departmoit 
of  Agriculture;  to  consider  and  take  action  on  general  questions  relating  to 
research,  service,  and  regulatory  work  in  the  marketing  of  agricultural  or  food 
products  and  related  activities  authorized  by  Federal  legislation ;  and  to  per- 
form other  related  work. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing;  not  less  than  10  years*  successful  ex- 
perience in  connection  with  the  marketing  of  farm  products  or  in  agrlcaltoral 
economics,  several  years  of  which  shall  have  been  in  important  administratlye 
positions;  administrative  and  organizing  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From:  Assistant  Chief,  Bureau  of  Markets;  Marketing  Specialist;  Agricnltnral 
Economist 

Compensation  for  Class 


28.  THE  ARCHITECTURAL  SERVICE 


TJi/iM  service  includes  classes  of  poHtions  the  duties  of  which  are  to  supervise  or 
to  perform  work  involving  the  application  of  the  principles  of  science,  art, 
and  engineering  in  connection  with  the  design,  construction,  maintenance, 
or  valuation  of  huUd/kigs,  or  vn  the  inspection  of  ImOding  eonstrucHon. 


C«pylst  Draftinuyi 

Julor  Aiddtoctmnl  DnItMBBA 


8«id»r  ArcUtectaral  Draf tn 


Arckittct 

8«id»r  ArdrftMt 

Dlnctor,  Banra  •#  InAwtrlal  Hmttma  a^  Trt— p»ftotl— 


ABCHltBCTUBAI*  ENGINKBBIIIG 


ir 
AMbtMit  AichUactnral  BncteMr 


Aichitoctmnl  BnciBcar 
BUILOIirO  IKSFBCTION  : 

AfliMaiit  InipMtor  cf  B«fl4iBg«-^Nirtrict  cf  Cotaaibla 
Prtndval  AMbtuit  Insp^tor  cf  Balldlnc*— Dtetrict  cf  C^hmUa 
bMpMtor  ttf  B«iMliiss— District  cf  C*luUa 

Cost  BsnicAnwo  (Bdixj^xkos)  : 

Estimator  (BaUdtaci) 
Prlutpal  Bstlmator  (BvlUtegs) 

SUFIBINTrntDINCB  OF  BUILDIIVO  CONSTEDCTION  : 

AMbtaBt  8«periiitmdMit  sf  B^dteff  C— strwclton 
8«p*rlBttndMit  •£  Balldliw  CMMtractlMi 
BvpcrrMnff  8«p«rlBtnid«it  •#  BulUliis^  C«iwtr«c|l«B 


ARGHITEGTURB 


TiTLi  OF  Glasb  : 
COPTIST  DRAFTSMAN 

Spedllcatioiis  of  Class  ^\\jCV 

Diittes: 

Under  Immediate  supervision,  to  make  tracings  from  original  drawings  pre- 
INired  by  others ;  and  to  perform  miscellaneous  routine  work  in  a  drafting  room. 

Examples :  Making  simple  tracings ;  copying  data ;  filing  and  indexing  under 
sapervision;  lettering;  making  simple  drawings  and  diagrams;  making  hand 
corrections  on  printed  charts. 

Qnafificatknis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ; 
knowledge  of  the  use  of  drawing  instniments,  and  ability  to  use  them  neatly. 

Principal  Lines  of  Promotion 

To:  Junior  Architectural  Draftsman. 

Compensation  for  Class 

Annual:  $1060-|1140-$120(M1260 

467 
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Title  of  Glass  : 

JUNIOR  ARCHITECTURAL  DRAFTSMAN  1022 

Spedflcations  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  in  an  or- 
ganization engaged  in  architecture. 

Examples :  Doing  general  architectural  drafting  and  detailing  for  leas  im- 
portant  work ;  making  complete  drawings,  or  assisting  in  specifications  or  esti- 
mates,  for  work  of  minor  importance. 

Quallflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years'  experience  in  architectural  work ;  ability  to  do  neat  letter- 
ing and  drafting,  simple  computations,  and  simple  design  and  construction. 

Principal  Lines  of  Promotton 

From :  Copyist  Draftsman. 
To :  Architectural  Draftsman. 

CompoBsatioii  for  Class 

Annual:  $12(X>4132(>-|1440^1600-1680-^1800 


TrnjB  OF  Class  : 

ARCHITECTURAL  DRAFTSMAN  i  n  o  '^^ 

SpedficatloiiB  of  Class 
Duties: 

Under  immediate  supervision,  to  make  scale  and  full-size  details  and  other 
working  drawings,  for  all  classes  of  buildings,  In  accordance  with  data  and 
instructions  furnished ;  to  assist  in  architectural  valuation  work ;  and  to  pe^ 
form  related  work  as  required. 

Examples :  Doing  general  architectural  drafting  and  detailing  for  important 
work;  making  complete  drawings,  specifications,  or  estimates  for  work  of 
minor  importance. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architecture. 

Principal  lines  of  Promotion 

From :  Junior  Architectural  Draftsman. 
To :  Senior  Architectural  Draftsman. 

Compensation  for  Class 

Annual:  $180a-$102(>-2040-2160 


J'itlb  of  Class  : 

SENIOR  ARCHITECTURAL  DRAFTSMAN 

Specifications  of  Class  1024 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  a  minor  subdivision  of  the  work  of  an  architectural  organiza- 
tion ;  to  collect  and  compile  data  for  specific  items  of  architectural  studies;  to 
take  Immediate  charge  of  the  design,  inspection,  or  construction  of  minor 
architectural  work;  to  lay  out  and  develop  work  from  specifications,  and  to 
supervise  the  work  of  a  drafting  or  computing  force ;  to  conduct  specific  tests 
or  investigations  of  apparatus,  material,  or  processes;  and  to  perform  related 
work  as  required. 
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Bzamples:  Designing  all  bnt  the  most  Important  types  of  bolldings;  preptti*- 
iiig  complete  working  drawings  for  all  types  of  buildings,  usually  in  coopera- 
tion with  spedflcation  ^niters  and  mechanical  equipment  and  structural  en- 
gineers ;  writing  spedlfications ;  checking  working  drawings ;  handling  technical 
correspondence;  preparing  unit  costs  A  various  items  entering  into  construc- 
tion of  buildings,  and  determining  by  field  inspection  the  class  of  workmanship 
and  materials  employed  in  existing  buildings. 

Qualiiicatioiis: 

Training  equiyalent  to  that  r^resented  by  graduation  with  a  d^^ree  from 
an  Institution  of  recognised  standing,  with  major  work  in  architecture;  not  less 
than  two  years'  experience  in  architectural  work,  in  design  and  constructiou,  in 
office  or  field ;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From :  Architectural  Draftsman. 
TO :  Associate  Architect 

Compensation  for  Class 

Annual:  $2400^4252O-|264O-|27e(M2880-|8000 


Ttxlb  or  Class: 

ASSOCIATE  ARCHITECT  ^ 

Spedflcations  of  Class  1  U  ^  «> 

Dvtiss: 

To  perform  one  or  more  of  the  following  functions  under  general  admin- 
istrative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  an  architectural  organization;  (2)  to  exercise  inde- 
pendent architectural  Judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  pr^aration  of  reports,  estimates,  designs,  or 
valuations;  (3)  to  have  immediate  charge  of  the  construction,  maintenance, 
or  operation  of  important  architectural  works  or  projects;  (4)  to  direct  or 
perform  important  lines  of  architectural  research  ;—«nd  to  perform  other 
related  work. 

Examples :  Group-planning  buildings ;  designing  and  supervising  the  making 
of  working  drawings  and  the  writing  of  specifications ;  checking  drawings  and 
handling  technical  correspondence;  making  special  study  of  basic  costs  of 
labor  and  material  to  develop  suitable  unit  costs  for  application  in  pricing  at  a 
given  period;  performing  minor  executive  work. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architecture;  and 
not  less  than  five  years'  architectural  experience,  of  which  at  least  one  year 
shall  have  been  in  the  direction  or  performance  of  important  work;  and 
supervisory  or  administrative  ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From:  Senior  Architectural  Draftsman. 
To:  Architect 

Compensation  for  Class 

Annual:  $3240-nt3360-$348Md60(V43720-^3840 


1021) 


Tttlb  or  Glass  : 

ARCHITECT 

Specifications  of  Class 
Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  admin- 
istrative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or 
execute  policies  for  a  major  subdivision  of  an  'architectural  organization; 
(2)  to  prepare  for  final  executive  action,  reports,  estimates,  specifications. 
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designs,  and  valuation  studies  and  data ;  (8)  to  have  charge  of  the  ooostnic- 
tion,  inspection,  maintenance,  and  operation  of  architectural  works  of  major 
importance;  (4)  to  direct  or  perform  major* lines  of  architectural  research; 
(5)  to  furnish  for  executive  action,  expert  or  critical  advice  on  architectural 
works,  projects,  or  policies; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architecture;  not 
less  than  eight  years*  architectural  experience,  of  which  at  least  four  years 
shall  have  been  in  the  conduct  or  direction  of  important  architectural  work; 
and  proven  technical  and  administrative  ability. 

Prindpal  Lines  of  Promotion 

From:  Associate  Architect. 
To:  Senior  Architect. 

Compensation  for  Class 

Annual:  $414<K44S20-«4600-$408a448eO-|5040 


TiTLB  or  GLA.8B : 

SENIOR  ARCHITECT  1  fl  9  •* 

Speeiflcatioas  of  Class 
Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  admin- 
istrative charge  of  an  architectural  organization,  or  of  a  main  division  thereot 
and  to  determine  or  execute  the  general  policies  under  the  limitations  imposed 
by  law.  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible  fSor 
reports,  estimates,  designs,  specifications,  and  data,  or  for  the  construction, 
maintenance,  and  operation  of  large  architectural  projects;  (3)  to  have  foil 
charge  of  the  collection,  presentation  of  data  for,  and  the  conduct  of  valuation 
proceedings;  (4)  to  direct  the  most  comprehensive  lines  of  architectural  and 
engineering  research;  (5)  to  act  as  consulting  specialist  on  important  archi- 
tectural and  engineering  projects,  policies,  or  valuations ; — and  to  perform  otiier 
related  work. 

Qualifications:  ' 

Training  equivalent  to  that  represented  by  graduation  wltii  a  degtet  tram  an 
institution  of  recognized  standing,  with  major  work  in  architecture;  and  not 
less  than  12  years*  architectural  experience,  of  which  at  least  eight  yean  diall 
have  been  in  the  direction  or  performance  of  important  architectural  and  con- 
struction work  of  a  character  to  give  substantial  evidence  of  architectural 
knowledge  and  ability,  or  of  executive  capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Architect 

To :  Director,  Bureau  of  Industrial  Housing  and  Transportation. 

Compensation  for  Class 


TiTLB  OF  Class  : 

DIRECTOR,  BUREAU  OF  INDUSTRIAL  HOUSING  AND  TRANSPOR- 
TATION. ^  ^  ^  .- 

SpeciflcatiiMis  of  Class  1028 

Duties : 

.  Under  the  general  direction  of  the  Secretary  of  l<abor,  to  exercise  general  and 
technical  supervision  over  the  Bureau  of  Industrial  Housing  and  Transporta- 
tion ;  to  maintain  and  operate  Government  housing  projects  in  various  parts  of 
the  United  States,  usually  in  proximity  to  war  industrial  establishments  and 
navy  yards;  to  sell,  rent  or  otherwise  dispose  of  housing  properties;  and  to 
perform  other  related  work. 
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QvalUlaithnui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  with  major  work  In  engineering  or  archi- 
tecture; extended  experience  in  building  construction,  of  whith  at  least  eight 
years  shall  have  been  of  a  character  to  give  substantial  evidence  of  knowledge 
jiDd  ability  and  of  executive  capacity  of  the  highest  order. 

Principal  lines  of  Promotion 

From:  Senior  Civil  Engineer;  Senior  Architect 

Compensation  for  Class 


ABCHITBCTURAL^NGINEERING 


TiXLE  or  Glass: 

JUNIOR  ARCHITECTURAL  ENGINEER 

Specifications  of  Class  1  U  ^  J 

Duties: 

Under  immediate  supervision,  to  make  estimates  of  cost,  including  the  prepa- 
ration of  bills  of  quantities  of  materials  for  minor  construction  projects;  and 
to  perform  related  work  as  required. 

Examples:  Preparing  specifications  on  simple  projects  of  construction  or 
repairs  or  alterations ;  preparing  estimates  of  cost  of  minor  work,  indudlng  the 
preparation  of  bills  of  quantities  of  materials  entering  into  the  construction  of 
the  simpler  Government  buildings;  preparing  technical  correspondence  and 
making  detailed  reports  in  connection  with  such  building  construction. 

Qsalificatloos: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institntion  of  recognized  standing,  with  major  work  in  architectural  engi- 
neering. 

Principal  Lines  of  Promotion 

Prom :  Architectural  Draftsman. 

To:  Assistant  Architectural  Engineer. 

Compensation  for  Class 

Annual:  $180M192(M204O-|2ie0 


TicLB  or  Clabb: 

ASSISTANT  ARCHITECTURAL  ENGINEER 

Specifications  of  Class  1  0  O  () 

Duties: 

Under  specific  administrative  and  technical  direction,  to  collect  and  compile 
data  for  specific  items  or  architectural  engineering  studies ;  to  perform  work  in 
connection  with  field  projects,  such  as  Inspection  or  construction  of  minor 
architectural  engineering  work;  to  prepare  estimates  and  write  specifications; 
to  assist  in  conducting  tests  or  investigations  of  apparatus,  materials,  or 
processes;  and  to  perform  related  work  as  required. 

Examples:  Writing  specifications  of  buildings  of  high-class  and  expensive 
type  and  making  detailed  reports  in  connection  with  such  buildng  construc- 
tion; preparing  estimates  of  cost  of  similar  work.  Including  the  preparation 
of  bills  of  qnantlties  of  materials ;  developing  cost  curves ;  preparing  technioil 
corresfpondence ;  interpreting  contract  requirements. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  architectural  engineer- 
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ing ;  not  lees  than  two  years*  active  experience  in  architectural  engineerliig  w«irk 
in  office  or  field ;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From :  Junior  Architectural  Engineer. 
To:  Associate  Ardiitectural  Engineer. 

Compensation  for  Class 

Annual:  $240M2520-«2640-$270a-t2880-9800G 


Title  of  Glass  : 

ASSOCIATE  ARCHITECTURAL  ENGINEER 

Specifications  of  Class  10^1 

Duties:  iut^x 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  an  architectural  engineering  organisation ;  (2)  co  exe^ 
cise  independent  judgment  and  assume  responsibilities  in  studies  and  computa- 
tions necessary  for  the  preparation  of  r^K>rts,  cost  estimates,  or  valuations; 
(3)  to  have  immediate  charge  of  the  construction,  specifications,  or  operation 
of  important  architectural  engineering  works  or  projects;  (4)  to  conduct  or 
direct  important  lines  of  architectural  engineering  research; — and  to  perfonn 
other  related  work. 

Examples :  Preparing  and  directing  the  preparation  of  epeclflcations  and  de- 
tailed estimates,  including  bills  of  quantities  of  materials;  preparing  and 
directing  the  preparation  of  technical  correspondence;  interpreting  contract 
requirements ;  doing  supervisory  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architectural  engi- 
neering, preferably  in  not  less  than  five  years'  general  architectural  engineer- 
ing experience,  of  which  at  least  one  year  shall  have  been  in  responsible  charge 
of  architectural  engineering  work;  thorough  knowledge  of  field  work,  modem 
construction  methods,  estimating,  and  specification  writing;  and  supervisory 
or  administrative  ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From :  Assistant  Architectural  Engineer. 
To:  Architectural  Engineer. 

Compensation  for  Class 

Annual:  $324M336(>-$3480^43600-^720-^3840 


Title  or  Class  : 
ARCHITECTURAL  ENGINEER 

Specifications  of  Class  1  0  O  3 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for,  a  major  subdivision  of  an  architectural  engineering  organization; 
(2)  to  prepare  for  final  executive  action,  reports,  cost  estimates,  specifications, 
and  valuation  studies  and  data;  (3)  to  have  charge  of  the  construction,  Inspec- 
tion, specifications,  and  operation  of  architectural  engineering  works  of  major 
importance;  (4)  to  direct  or  perform  major  lines  of  architectural  engineering 
research;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice  on 
architectural  engineering  works,  projects,  or  policies; — and  to  perform  other 
related  work. 


BECLASSIFIOATIOK  CX)MMISSION  SBPOBT — ^PART  II.  478 

Qoaiificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  rroin 
an  institution  of  recognized  standing,  with  major  work  In  architectural  (Migl 
neerlng;  not  less  than  eight  years*  general  architectural  engineering  exiM^rl- 
ence,  of  which  at  least  four  years  shall  have  been  In  the  conduct  or  direcU<»n 
of  important  architectural  engineering  worlc;  large  capacity  and  proven  nbillty. 

Principal  Lines  of  Promotion 

From :  Associate  Architectural  Engineer. 

Compensation  for  Class 

Annual :  $414O-«432M4600-44680-$4860-¥5040 


BUILDING  INSPECTION 


Tms  OF  CuLSS : 

ASSISTANT  INSPECTOR  OF  BUILDINGS— DISTRICT  OF  COLUMBIA 

Spedficatioos  of  Class  1  (J  O  f^ 

Duties: 

To  inspect  the  erection  of  buildings  with  a  view  to  securing  the  execution  of 
the  work  In  accordance  with  the  building  regulations  of  the  District  of  Co* 
Imnbia ;  and  to  perform  related  work  as  required. 

Qoaiillcatlons: 

Training  equiyalent  to  that  represented  by  graduation  from  high  school ;  four 
years'  experience  in  the  of&ce  of  an  architect  or  building  contractor,  of  which 
at  least  two  years  shall  have  been  in  building  construction;  and  good  knowl- 
edge of  building  construction  and  of  the  building  regulations  of  the  D^trlct  of 
Columbia. 

Principal  lines  of  Promotion 

From:  Junior  Architectural  Draftsman. 

To :  Principal  Assistant  Inspector  of  Buildings — ^District  of  Columbia. 

Compensation  for  Class 

Annual:  $1800-n020-|2040-|21(M) 


TiTLM  or  Class: 

PRINCIPAL  ASSISTANT  INSPECTOR  OF  BUILDINGS— DISTRICT  OF 
COLUMBIA 

Specifications  of  Class  1034 

Duties: 

To  assist  the  Inspector  of  Buildings  In  the  interpretation  of  building  regula- 
tions; to  pass  upon  the  adequacy  of  plans;  to  assist  in  the  direction  of  the 
work  of  Assistant  Building  Inspector ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
either  (1)  not  less  than  six  years'  experience  as  an  architect  or  an  engineer, 
or  (2)  graduation  with  a  degree  from  an  institution  of  recognized  standing  and 
not  less  than  three  years'  practical  experience  in  building  construction;  and 
thorough  knowledge  of  the  building  regulations  of  the  District  of  Columbia. 

Principal  Lines  of  Promotion 

From :  Assistant  Inspector  of  Buildings — ^District  of  Columbia. 
To:  Inspector  of  Buildings — District  of  Columbia. 

Compensation  for  Class 

Annual:  $240CM252M2640-$276a-$288(M3000 
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Tttlb  of  Glass  : 

INSPECTOR  OF  BUILDINGS— DISTRICT  OF  COLUMBIA 

Specifications  of  Class  -i  n  €\ 

Duties:  103!) 

Under  the  general  direction  of  the  Commissioners  of  the  District  of  Co- 
lumbia, to  have  executive  and  administrative  supervision  over  the  building 
division,  the  plumbing  department,  the  board  of  examiners  for  steam  engi- 
neers, the  permit  clerk's  office,  and  the  inspector  of  boilers  of  the  District  of 
Columbia ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  course  in  architecture  or  engineering  in  an  institution  of  recognized  stand- 
ing ;  eight  years'  experience  In  building  construction  and  supervision ;  thorongii 
knowledge  of  building  construction  and  ,of  the  building  regulations  of  the  Dis- 
trict of  Columbia ;  administrative  ability ;  good  Judgment,  and  ability  to  make 
Impartial  decisions. 

Principal  Lines  of  Promotion 

From :  Principal  Assistant  Inspector  of  Buildings — District  of  Columbia 

Compensation  for  Class    . 

Annual:  $4140-n$432(>-$4500-44680-$486(>-^5040 


COST  ESTIMATING  (BUILDINGS) 


Title  or  Class  : 
ESTIMATOR  (BUILDINGS) 

Specifications  of  Class  1036 

Duties: 

Under  general  udnilnlstrative  and  technical  direction,  to  make  complete  and 
detailed  estimates  and  quantity  surveys  In  all  branches  of  building  constnic- 
tion ;  to  direct  and  instruct  subordinates  in  making  estimates ;  and  to  perfonn 
related  work  as  required. 

Examples:  Making  general  building  estimates;  reviewing  claims  for  adjust- 
ment; listing  surplus  building  material  for  disposition;  Checking  cost  and 
progress  reports  sent  in  by  field  estimators;  preparing  reports  showing  unit 
and  total  construction  costs;  systematizing  and  standardizing  cost,  progress, 
and  accounting  information. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architecture  or  dvU 
engineering;  five  years'  experience  in  general  building  construction,  not  less 
than  three  years  of  which  shall  have  been  in  a  building  contractor's  or  quan- 
tity surveyor's  office;  thorough  knowledge  of  building  construction,  including 
field  experience,  building  costs,  and  modem  contracting  methods;  and  super- 
visory ability. 

Principal  Lines  of  Promotion 

From :  Superintendent  of  Building  Construction. 
To:  Principal  Estimator  (Buildings). 

Compensation  for  Class 

Annual:  $3240-$836(>-$3480-$3600-$372(>^840 
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TiTLB  or  Glass: 

PRINCIPAL  ESTIMATOR  (BUILDINGS) 

Specifications  of  Class  1  f)  ^^  "t' 

Datlea:  1  UO  I 

Under  general  administrative  direction,  to'  have  responsible  charge  of,  and 
to  initiate  and  determine  policies  for,  a  major  sHbdivision  of  an  architectarai 
organization  engaged  in  estimating;  to  prepare  for  final  executive  action,  re- 
ports, cost  estimates,  valuation  studies  and  data ;  and  to  perform  related  work 
in  connection  with  the  supervision  and  coordination  of  the  work  of  several 
groups  or  squads  of  estimators. 

Examples:  Supervising  the  preparation  of  billH  of  quantities  and  materials 
for  buildings;  supervising  the  awarding  of  contracts  and  the  writing  of  speci- 
fications; investigating  claims  for  adjustment. 

Qoalificattoiia: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  architecture  or 
dvil  engineering;  not  les^s  than  eight  years*  experience  in  general  building 
construction,  including  field  work,  of  which  at  least  four  years  shall  have  been 
along  lines  of  estimating  or  valuation  work ;  comprehensive  knowledge  of  build- 
ing construction  and  costs;  proven  sdministrative  ability. 

Principal  Lines  of  Promotion 

From:  Estimator  (Buildings). 

Compensation  for  Class 
Annual:  $414a4482a44500-f4680-f4860-|50i0 


SUPBRINTBNDBNCK  OF  BUILDING  CONSTRUCTION 

Tnu  or  Glass: 

ASSISTANT  SUPERINTENDENT  OF  BUILDING  CONSTRUCTION 

Speeiications  of  Class  1  O^^Si 

Under  immediate  supervision,  to  assist  a  superintendent  of  building  con- 
struction in  the  supervision  of  the  construction  or  alteration  of  buildings;  to 
superintend  the  construction  of  minor  work;  and  to  perform  related  work  as 
required. 

Examples:  Doing  general  superintending  of  construction;  drafting  and  de- 
tailing for  important  work;  making  complete  drawings,  specifications,  or  esti- 
mates for  work  of  minor  importance. 

QsaMcatimis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  frain 
an  institution  of  recognized  standing,  with  major  work  in  architecture  or 
architectural  engineering. 

Principal  Lines  of  Promotion 

From:  Architectural  Draftsman. 

To:  Superintendent  of  Building  Construction. 

Compensation  for  Class 

Annual:  |1800-$192a-$2(M<M2ieO 
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Title  of  OulBB  : 

SUPERINTENDENT  OF  BUILDING  CONSTRUCTION 


Duties: 


Speeificatioiifl  of  Class  i  /I  O  o 


UndiBr  specific  administrative  and  technical  direction,  to  be  responsible  for 
conducting  building  operations  for  an  architectural  engineering  organization; 
to  collect  and  compile  data  for  specific  items  of  engineering  studies;  to  take 
Immediate  charge  of  field  survey  projects  of  insi>ection  or  construction  of  archi- 
tectural work;  to  supervise  the  work  of  assistant  superintendents  of  building 
construction,  or  to  conduct  specific  tests  or  investigations  of  apparatus,  mate- 
rial, or  processes ;  and  to  perform  related  work  as  required. 

Examples :  Inspecting  materials  and  workmanship ;  Issuing  vouchers  for  pay- 
ments on  contract  work,  communicating  instructions  to  contractors,  and  super- 
intending the  construction  of  buildings  of  major  importance ;  writing  spedfica- 
tions ;  handling  technical  correspondence,  preparing  unit  costs  of  various  items, 
and  determining  by  field  Inspection  the  class  of  workmanship  and  materials  ^- 
tering  Into  building  construction. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  architecture,  or,  prefer- 
ably, in  architectural  engineering ;  not  less  than  two  years*  ezperl^ice  in  archi- 
tectural or  engineering  work  in  ofilce  or  field ;  proven  technical  knowledge  and 
proficiency. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent  of  Building  Construction. 
To :  Supervising  Superintendent  of  Building  Construction. 

Compensation  for  Class 

Annual:  $240(H(252(>-$2e4a-$2760-42880-$3000 


Title  or  Cla.88  : 

SUPERVISING  SUPERINTENDENT  OF  BUILDING  CONSTRUCTION 


Duties: 


Specmcations  of  Cl«s  -^Q^^) 


Under  general  administrative  and  technical  direction,  to  be  in  responsible 
charge  of  a  number  of  major  building  operations  of  an  architectural  engineering 
organization;  to  exercise  independent  architectural  or  engineering  Judgment 
and  assume  responsibilities  in  studies  and  computations  necessary  for  the 
preparation  of  reports,  cost  estimates,  designs,  or  valuations ;  to  have  immediate 
diarge  of  the  construction.  Inspection,  or  operation  of  Important  architectural 
engineering  works  or  projects ;  and  to  perform  other  related  work. 

Examples :  Verifying  ofiicial  reports  of  superintendents ;  issuing  instructions 
to  superintendents  for  guidance  in  procuring  the  execution  of  contract  work 
in  accordance  with  the  intent  of  the  contract ;  rendering  decisions,  and  expedit- 
*  ing  adjudication  of  controversial  matters. 

QuaUfieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  architecture,  or,  prefer- 
ably, in  architectural  engineering ;  not  less  than  five  years*  general  architectural 
or  engineering  experience,  of  which  at  least  one  year  shall  have  been  in  respon- 
sible charge  of  architectural  engineering  work ;  and  supervisory  or  administra- 
tive ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From:  Superintendent  of  Building  Construction. 

Compensation  for  Class 

Annual:  $4140^432(>-$450(>-^68(K$4860-$5040 


29.  THE  ARTS  SERVICE 


nua  service  includes  claasea  of  poHtUms  involving  the  practical  appUcatUm  of 
etthetie  and  technical  or  aoientiflc  principlei,  coniMned  v>ith  fnanmai  «W» 
and  facUity  of  expression,  in  awy  of  the  branches  of  the  fine  or  related 
arts, 
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PlMtafrapliic  Laboratory  Haipar 
Photoffrapfaic  Labaratory  Aid 
Aailatant  Pbotoffraphor 
Photoffraphar 
.CUaf  Piftatacraphar 

Othsb  Cz^bs  in  thb  Abts  SnTica : 

▲rt  Carator  (Unltad  Stotaa  Capital  Balldlns) 


ILLUSTRATING 


Title  or  Glass  : 

UNDER  ILLUSTRATIVE  DRAFTSMAN 

Specifications  of  Class  1041 

Uuder   immediate   supervision,   to   make  tracings   from  original  drawings 
otlier  than  engineering  drawings ;  and  to  perform  related  work  as  required. 
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Examples:  Making  simple  tracings,  drawings,  and  diagrams;  making  band 
corrections  on  printed  charts  and  maps ;  doing  simple  lettering ;  assisting  with 
architectural  rendering;  copying  data;  filing  and  indexing  drawings. 

Qoalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  hl^^  school; 
ability  in  the  use  of  drawing  instruments;  neatness  and  accuracy. 

Piincipal  Lines  of  Promotion 

To:  Junior  Illustrative  Draftsman. 

Componsation  for  Class 

Annual:  $120(>-^1260-$132(V-$1380 


Title  or  Class  : 

JUNIOR  ILLUSTRATIVE  DRAFTSMAN 

Specifications  of  Class  1043 

Duties: 

Under  immediate  supervision,  to  perform  general  drafting  work  In  connec- 
tion with  the  preparation  of  charts  and  maps,  technical  illustrations,  or  other 
drawings  for  reproduction;  and  to  perform  related  work  ad  required. 

Examples:  Making  tracings;  inking,  lettering,  and  coloring,  and  otherwise 
assisting  in  the  preparation  of,  charts  and  maps,  technical  illnstrations,  or 
other  drawings  for  reproduction;  comparing  and  checking  tracings  and  draw- 
ings ;  setting  and  manipulating  a  planigraph  and  planimeter ;  filing  and  index- 
ing drawings. 

Quallflcationa: 

Training  equivalent  to  that  represented  by  graduation  from  an  art  school 
or  from  high  school,  with  specialization  in  drawing;  not  less  than  two  years' 
experience  and  proven  ability  as  a  copyist  or  Under  Illustrative  Draftnnan; 
neatness  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Under  Illustrative  Draftsman. 

To:  Senior  Illustrative  Draftsman;  Technical  lUostrator. 

Compensation  for  Class 

Annual:  $1440-^1500-^1560-^1020  . 


TrnjB  or  Ola.88  : 

SENIOR  ILLUSTRATIVE  DRAFTSMAN 

Speciflcatioiifl  of  Class  1  Od  '^ 

Duties:  JUTrj 

Under  supervision,  to  prepare  graphic  maps,  charts,  or  drawings  of  variou: 
kinds  for  reproduction;  and  to  perform  related  work  as  required. 

Examples:  Making  artistic  drawings  for  reproduction  showing  perspective 
views  of  inventions  to  be  patented;  compiling  and  drafting  topographic, 
geologic,  soil,  agricultural,  or  other  maps  for  which  ^)ecial  technical  knowl- 
edge is  not  required ;  making  tracings  and  drawings  of  charts,  maps,  diagrams, 
and  other  illustrations  suitable  for  various  methods  of  reproduction;  inking, 
lettering,  coloring,  and  proof  reading  maps  and  drawings. 

Qualificationa: 

Training  euqivalent  to  that  represented  by  graduation  from  high  school;  or 
from  an  art  school;  not  less  than  four  years*  practical  experience  and  proven 
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ability  in  lUustratiTe  drafting;  general  knowledge  of  drafting  as  involve^  in 
direct  graphic  reproduction  methods;  neatness  and  accuracy;  and  ability  in 
lettering. 

Principal  Lines  of  Promotion 

■ 

From:  Junior  Illustrative  Draftsman. 

To:  Senior  Technical  Illustrator;  Chief  Illustrator. 

Compensation  for  Class 

Annual:  $1680-$174(M1800 


Nams  of  Gaoup  of  Classss: 

TECHNICAL  AND  SCIENTIFIC  ILLUSTRATOR 

T1TI.E8  of  TmcAL  Classes  in  Gboitp: 

Technical  and  Scientific  Illustrator  (Agriculture) 
Technical  and  Scientific  Illnstrmtor  (Entomology) 
Technical  and  Scientific  Ittnstrator  (Ethnology) 
Technical  and  Scientific  ninstrator  (Patents) 
Tedinical  and  Scientific  Ittnstrator  (Geology) 
Technical  and  Scientific  Ittnstrator  (Horticulture) 
Technical  and  Scientific  Ittnstrator  (Geology) 
Technical  and  Scientific  Ittnatiator  (Topography) 
Technical  and  Scientific  Ittnstrator  (Zoology) 
Technical  and  Scientific  Ittustrator  (Camouflage) 


^K^».^..w».  of  Classes  in  Group  ^  n  4    * 

Dutios:  1044  »1!^ 

Under  supervision,  to  prepare  for  publication  illustrations,  maps,  and  charts 
dealing  with,  and  requiring  technical  knowledge  of,  agricultural,  entomological,  ' 

ethnological,  geological,  horticultural,  patent,  topographical,  zoological,  or  other 
edmilar  subjects;  and  to  perform  related  work  as  required. 

Bh^amples :  Designing,  drawing,  and  lettering  posters,  covers,  diplomas,  illus- 
trative text  figures,  and  plates;  inventing  and  perfecting  methods  of  scientific 
camouflaire  design ;  making  perspective  views  and  plans  of  objects  for  the  illus- 
tration of  patents,  and  determining  from  the  claims  of  an  applicant  the  par- 
ticular elements  and  combinations  requiring  illustration  and  the  manner  of  their 
presentation;  laying  down  projections  and  preparing  base  maps  not  Involving 
engineering  work;  making  microscopic  drawings;  retouching  (with  an  air- 
brush) or  coloring  photograiAis. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
supplementary  training  in  art ;  and  not  less  than  three  years'  successful  ezpcorl- 
ence  as  an  illustrator  in  graphic  work  for  reproduction. 

Special  Qualifications: 

For  each  class  in  the  group,  a  technical  knowledge  of  the  particular  subject 
matter  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Junior  Illustrative  Draftsman. 

To :  Senior  Technical  and  Scientific  IHustrator. 

Compensation  for  Classes  in  Group 

Annual:  |182D-|19e0^f2040-^00 
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Name  of  Gboup  of  Glasses: 

SENIOR  TECHNICAL  AND  SCIENTIFIC  ILLUSTRATOR 

• 

Titles  of  Ttfical  Classes  in  Gboup: 

Senior  Technical  and  Scientific  Illustrator  (Agilcnltiire) 
Senior  Technical  and  Scientific  Illustrator  (Entomology) 
Senior  Technical  and  Scientific  Illustrator  (Ethnology) 
Senior  Technical  and  Scientific  Illustrator  (Patents) 
Senior  Technical  and  Scientific  Illustrator  (Geology) 
Senior  Technical  and  Scientific  Illustrator  (Horticulture) 
Senior  Technical  and  Scientific  Illustrator  (Topography) 
Senior  Technical  and  Scientific  Illustrator  (Zoology) 
Senior  Technical  and  Scientific  Illustrator  (Camouflage) 
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Specifications  of  Classes  in  Group 
Duties: 

Under  the  direction  of  a  Chief  Illustrator,  to  prepare  for  publication,  detailed 
(tud  difficult  illustrations,  maps,  and  charts,  requiring  the  exercise  of  extreme 
accuracy  and  skill  and  technical  li^nowledge  of  the  subject  matter ;  to  act  for  a 
Chief  Illustrator  in  his  absence;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
supplementary  training  in  art ;  not  less  than  five  years*  experience  and  proTen 
skill  in  graphic  work  for  reproduction,  at  least  two  years  of  which  shall  ba?e 
been  in  work  of  a  high  grade;  and  knowledge  of  printing  and  reproduction 
processes. 

Special  Qualifications: 

For  each  class  in  the  group,  a  specialized  technical  knowledge  of  the  particular 
subject  matter  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Technical  and  Scientific  Illustrator ;  Senior  Illustrative  Draftsman. 
To:  Chief  Illustrator. 

Compensation  for  Classes  in  Group 

Annual:  $2280-$2400-f252(V^264O<$2760 


Name  of  Gboitp  of  Classes: 
CHIEF  ILLUSTRATOR 

Titles  of  Typical  Classes  in  Gboup: 

Chief  Illustrator  (Agriculture) 

Chief  Illustrator  (Entomology) 

Chief  Illustrator  (Ethnology) 

Chief  Illustrator  (Patents) 

Chief  Illustrator  (Geology) 

Chief  Illustrmtor  (Horticulture) 

Chief  Illustrmtor  (Zoology) 

Chief  Illustrator  (Topography) 

Chief  Illustrator  (Camouflage)  1  H  1  1* 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  supervise  an  Important  organization  of  technical 
and  scientific  illustrators  or  Illustrative  draftsmen;  and  to  perform  other  re- 
lated supervisory  and  technical  work. 
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Examples:  Receiving  and  recording  work  and  assigning  It  to  scientific  illus- 
trators, designers,  or  draftsmen;  selecting  suitable  processes  of  reproduction; 
when  necessary,  personally  performing  illustrative  work;  writing,  altering,  or 
amending  spedflcations ;  handling  correspondence  relating  to  the  work  of  the 
organization.  • 

CommoQ  Qiialillcmtioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from!  an 
iiistitntlcm  of  recogniiced  standing,  with  specialization  In  drawing,  designing, 
and  other  related  subjects;  extensive  experience  in  the  preparation  of  illustra- 
tions; facility  in  the  faithful  illustration  of  scientific  subjects;  exact  and  broad 
knowledge  of  the  processes  of  graphic  reproduction ;  and  supervisory  ability. 

Spedal  Qualificmtioiui: 

For  each  class  in  the  group  a  specialized  technical  knowledge  of  the  particular 
subject  matter  indicated  by  the  title  of  that  clasa 

Prindpal  Lines  of  Promotion 

From:  Senior    Technical    and    Scientific    Illustrator;       Senior    lUustrative 
Draftsman. 

Compenntion  for  ClaaMs  in  Groap 

Annual:  |3000 


Tmz  OF  Gukss: 
ENGROSSER 

SpocUleatioiis  of  CImo  f  D  J.  7 

Duties:  J  i^t  I 

Under  supervision,  to  engross  official  documents  and  perform  related  work  as 
required. 

Examples:  Planning,  arranging,  and  engrossing  lettering,  fiourishes,  and 
other  characters  upon  paper,  vellum,  parchment,  cardboard,  skin,  or  other 
medium,  for  conunissions,  awards,  resolutions,  letters,  credentials,  passports, 
bonds,  identification  cards,  certificates,  warrants,  invitations,  or  other  docu- 
ments ;  examining  and  verifying  finished  engrossed  work  as  to  correctness  in 
Bpelling,  completeness  of  text,  punctuation,  and  artistic  renditions. 

Qnalillcationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
ability  to  perform  engrossing  work  in  one  or  more  of  the  classical  styles  of 
standard  lettering;  mastery  of  alphabet  construction  and  delineation;  ability 
artistically  to  ornament  text  with  flourishes  and  other  embellishments;  neat- 
ness, accuracy,  and  sense  of  form  and  proportion. ' 

Compensation  fwr  Class 

Annual:  $1500^156(M1620^168M1740 


MAP  MODELING 


TiTUB  OF  GiASS: 

RBUEF  MAP  MODELER 

Specifications  of  Class  104^^ 

Duties: 

Under  supervision,  to  cut  printed  topographic  maps  into  contour  sections ;  to 
assemble,  fasten,  and  model  relief  maps  to  a  vertical  scale  upon  such  sections; 
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to  treat  and  prepare  the  completed  model  and  make  platter  casti  <tf  It;  to  IIU 
hollow  casts  with  molten-type  metal,  thus  forming  facsimile-metal  dies  of  flie 
original  model ;  to  impress  metal  dies,  with  a  hand  press,  upon  prepared-paper 
stock,  thereby  creating  paper  matrices  in  the  form  of  embossed  i^ef  maps; 
to  place  data,  symbols,  and  color  upon  the  matrix  and  complete  the  map;  and 
to  perform  related  work  as  required. 

QnaMcations: 

Training  eQulyaii^nt  to  that  represented  by  gradnatlon  tnm  high  ichool; 
several  years*  experience  In  map  r^rodnction  work ;  ability  to  modd  in  plastic 
media;  mechanical  akill  and  resonroefnlness ;  manual  dcrtarity  with  tools; 
accuracy,  neatness,  and  good  eyesii^t 

Principal  Lines  of  Promotion 

From:  Topographic  Draftsman. 
To :  Chief  Relief  Map  Modeler. 

Compensation  for  Class 

Annual:  $lS20-«1880-¥144O-^1600-fl660 


TiXLB  or  Glass: 

CHIEF  RELIEF  MAP  MODELER 

SpecUleatlons  of  Class  1 04  «' 

Dvties: 

Under  direction,  to  superviae  (he  making  of  topographic  maps  in  emboaaed 
relief;  i)ersonally  to  execute  tedmical  work  involved  in  relief-map  construction; 
and  to  perform  other  related  supervisory  and  technical  work. 

QnaMeatlona: 

Training  equivalent  to  that  represented  by  graduati<m  from  hl^  adiool; 
extended  experience  and  proven  ability  in  map  production ;  ability  to  modd  in 
plastic  media ;  manual  dexterity  with  tools ;  mechanical  inventiveness  and  akfll ; 
accuracy*  neatneas,  and  supervisory  ability. 

Principal  Lines,  of  Promotion 

From :  Relief  Map  Modeler. 

CompensatkMi  for  Class 

Annual:  |l<O(M174O-|1800 


MUSEUM  WORK 


TiTLB  or  CiAss : 

ASSISTANT  MUSEUM  MODELER  i  (\ri\ 


of  Class 
Duties: 

Under  supervision,  to  assist  a  Museum  Modeler  in  varieos  branches  of  mu- 
seum or  laboratory  work. 

Examples:  Modeling,  in  wax  or  other  plastic  medium,  figures  or  other  ob- 
jects, in  bas-reUef  or  actual  form,  and  coloring  them ;  preparing  and  xnaklBg 
molds  or  casts  of  objects  or  parts  of  objects;  making  life  casts  or  death 
masks ;  making  casts  for  surgical  purposes ;  making  wax  models  from  surgical 
molds,  and  tinting  them  in  a  manner  true  to  natural  state. 
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Training  equivalent  to  that  represented  .by  graduation  from  high  school ; 
supplementary  training  in  art;  not  less  than  two  years'  experience  In  some  art 
craft,  or  trade,  embracing  formative  or  creative  work;  thorough  knowledge  of 
casting  materials  and  plastic  modeling  methods;  ability  to  reproduce  objects 
accurately  and  artistically ;  and  manual  dexterity  with  tools. 

Principal  lAnm  of  Promotloii 

Ta:  Museum  Modeler. 

CompouHitloii  for  Class 

ABDual:  $UieO^«U4MldOO 


Tmx  or  Clabu: 
MUSEUM  MODBLBB 

Duties: 


SpocUlcatioiis  of  Class  ]  0  Hi  1 


Under  direction,  to  supervise  the  preparatory  work  of  a  museum  or  labora- 
tory ;  and  to  perform  other  related  work. 

Examples:  Designing,  modeling,  casting,  painting,  oonstructing,  costuming, 
and  installing  exhibits  with  appropriate  accessories;  making  life  masks  and 
anatomical  molds  from  life;  repairing,  restoring  and  reflnlshlng  casts;  making; 
estimates  and  r^N>rtB;  perflormtBg  incidental  elerleal  work. 

Qnslificatimis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
supplementary  training  in  painting,  drawing,  and  modeling;  extended  expert- 
eoce  in  modem  museum  preparatory  work;  good  sense  of  color,  and  ability 
faltlifully  to  model  objects  in  plastic  media ;  mechanical  aptitude  and  resource- 
falness;  and  exactness. 

Principal  Lines  of  Promotion 

'From:  Assistant  Museum  Modeler. 

Compensation  for  Clsss 

Annual:  $1560-|1680-|180O-)19a0 


TiTLB  or  Class  : 

ASSISTANT  OSTEOLOGIST  i  nn 

SpecUlcations  of  Class  IvOd 

Duties: 

Under  supervislcHi,  to  assist  an  Osteologist  in  various  branches  of  museum 
or  laboratory  work. 

Examples:  Cleaning,  disarticulating,  degreasing,  bleaching,  and  assisting  in 
the  preparation  of  mammal,  bird,  reptUe,  and  fish  skeletal  material  for  pur- 
poses of  scientific  research  or  for  permanent  exhibition ;  assisting  In  mounting 
skeletons ;  assisting  in  restoring  or  replacing  missing  parts  of  rare,  Incomplete 
skeletons  by  carving  such  parts  out  of  wood,  or  by  forming  them  in  plastic 
media. 


Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  practical  experience  in  modem  museum  preparatory 
methods;  mechanical  aptitude  and  resourcefulness;  ability  to  reproduce  form: 
carefulness  and  exactness. 
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Principal  Lines  of  Promotion 

To:  Osteologist 

Compensation  for  Class 

Annual:  $1080-$114a-91200 

Title  of  Class  : 
OSTEOLOGIST 
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Specifications  of  Class 
Duties: 

Under  direction,  to  clean,  disarticulate,  degrease,  bleach,  and  prepare  mammal, 
bird,  reptile,  and  fish  skeletal  material  for  purposes  of  scientific  research  or 
for  permanent  exhibition;  to  mount  skeletons  according  to  their  osteologlc 
character,  by  the  ligamentary  process  or  by  bolting  and  wiring ;  to  restore  or 
replace  missing  parts  of  rare,  incomplete  skeletons  by  carving  such  parts  out  ol 
wood  or  by  forming  them  in  plastic  media ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school: 
supplementary  training  in  natural  history  and  anatomy;  not  less  than  three 
years*  practical  experience  in  modem  museum  preparatory  methods ;  medianlcal 
aptitude  and  resourcefulness ;  ability  accurately  to  reproduce  form ;  carefalness 
and  exactness* 

Principal  Lines  of  Promotion 

From :  Assistant  Osteologist 

Compensation  for  Class 

Annual:  $1320-$138M144(K1500-$1560 

TiTLB  or  Class  : 

ASSISTANT  MUSEUM  PREPARATOR 

Specifications  of  Class  J  054 

Duties: 

Under  supervision,  to  assist  a  Museum  Preparator  in  preparing  various  kinds 
of  specimens ;  and  to  perform  related  work  as  required. 

Examples :  Cutting  specimens  from  rock  formation ;  asssembling,  fitting  and 
cementing  broken  parts  of  specimens;  aiding  in  installing  and  maintaining 
exhibits. 

Qualifications: 

Common-school  education;  preferably  one  year's  practical  experience  in  mu- 
seum employment;  mechanical  aptitude;  carefulness  and  accuracy. 

Principal  Lines  of  Promotion 

To:  Museum  Preparator. 

Compensation  fwe  Class 

Annual:  $108(>-$114(V41200 

Tmx  or  Class  : 
MUSEUM  PREPARATOR 
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Specifications  of  Class 
Duties: 

Under  supervision,  to  care  for  museum  collections ;  to  prepare  specimens  for 
study  and  exhibition ;  and  to  perform  related  work  as  required. 
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Examples:  Modeling,  casting,  grinding  or  preparing  paleontologlc  objects; 
mounting  and  assembling  fossil  skeletons;  assisting  In  the  installation  of,  and 
restoring,  repairing,  and  finishing  mnsenm  exhibits. 

Qualificmtions: 

Ck)nmion  school  education;  not  less  than  three  years*  experience  as  an 
Assistant  Musenm  Preparator,  or  eqaiyalent  experience;  mannal  skill  and 
resourcefulness,  carefulness,  and  exactness. 


Piindpal  Uneg  of  Promotion 

From :  Assistant  Museum  Preparator. 

Compenaation  for  CUum 

Annual:  $1820-41380-«144O-|1500-$1560 


Title  or  Giabb: 
ASSISTANT  TAXIDERMIST 

Spedllcatloiis  of  Class  f  Hr/* 

Duties:  J  UOO 

Under  supervision,  to  assist  a  taxidermist  in  various  branches  of  museum 
or  laboratory  work. 

Examples:  Gleaning,  preparing,  and  mounting  skins  of  animals,  birds,  and 
fisbes;  constructing  and  covering  models  with  prepared  skins;  assisting  in 
the  constructive,  modeling,  and  general  taxidermic  work  involved  in  as- 
sembling biological  exhibits ;  assisting  .in  the  preparation,  mounting,  and  group- 
ing of  specimens 

Qualificmtions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
training  in  stuffing  animals,  birds,  and  fishes ;  not  less  than  one  year's  practical 
experience  In  modem  museum  preparatory  methods;  aptitude  and  manual 
skill  in  modeling  and  in  reproduction. 

Piindpal  Lines  of  Promotion 

To:  Taxidermist 

Compensation  twe  Class 

Annual:  $1060-|114(^1200 


Title  of  Giass  : 
TAXIDERMIST 

Duties: 


Speeificationa  of  Class  |  A  r  *" 


Under  direction,  to  clean,  prepare,  and  mount  skins  of  animals,  and  fishes; 
to  construct  and  model  anatomically  correct  forms ;  to  cover  models  with  pre- 
pared sidns  In  such  manner  as  to  produce  a  life-like  appearance  and  posture; 
to  perform  the  constructive,  modeling,  and  general  taxidermic  work  Involved  in 
assembling  biological  exhibits;  to  sui>ervlse  the  preparation,  mounting,  and 
grouping  of  specimens,  and  the  flabrlcation  of  natural  settings  and  backgrounds ; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  and  proven  ability  in  stuffing  animals,  birds,  and  fishes  so  as 
to  reproduce  their  true  anatomical  form  and  Ufe-llke  appearance ;  not  less  than 
four  years'  practical  experience  in  modern  museum  preparatory  methods; 
exactness  and  faithfulness  in  modeling  and  in  reproduction;  and  good  color 
sense. 
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Principal  tames  of  Promotion 

From:  Assistant  Taxidermist. 

Compensatioii  for  Class 

Annual:  $lS20-$1880^144(>-fl600mSOO 


MUSIC 

Namb  of  GBorp  of  Classes: 
MUSICIAN  (BAND  OR  ORCHESTRA) 

Tttlbs  of  Typical  Classes  in  Gboitp: 

Musieiaii  (Comet) 

Miudeiaii  (Trombone-Violiii) 

Miudeiaii  (Bass  Horn-Viola) 

Mosieiaii  (Claiinot-CoUo) 

Spocificatioiis  of  Classes  in  Group  1  vJ  U  O 

Duties: 

Under  direction,  to  play  one  or  more  musical  instruments  in  a  ImiMl  (n*  or- 
diestra ;  to  attend  and  play  at  rehearsals  and  concerts  and  on  specM  oecsilott; 
and  to  perform  related  work  as  required. 

Common  Qualifications: 

Common  school  education;  extended  musical  education;  some  profesrioosl 
experience  as  a  musician  in  a  band  or  orchestra;  ability  to  read  and  execute 
music  in  an  expert  manner. 

Special  Qualifications: 

For  each  class  in  the  group,  expert  ability  in  playing  the  musical  instrument 
or  instruments  required,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To :  Assistant  Bandmaster. 

Compensation  for  Classes  in  Group 

Annual:  $1020 


Title  of  Class  : 
ASSISTANT  BANDMASTER 

-  Specifications  of  Class  1  05U 

Duties: 

Under  direction  of  the  bandmaster,  to  assist  in  conducting  a  band  or  an 
orchestra,  and  to  act  for  him  in  his  absence;  to  have  charge  of  a  musical 
library ;  to  provide  copies  of  score  and  programs  to  each  member  of  the  oi^sanl- 
zation,  and  to  collect,  assemble,  and  return  them  to  the  library  files ;  to  prepare 
new  musical  scores  for  the  bandmaster's  verification  and  cataloging;  to  have 
charge  of  the  preparation,  care,  and  laundering  of  summer  uniforms;  and* to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  ex- 
tended education  in  music ;  several  years*  practical  experience  as  a  professtonal 
band  or  orchestra  musician;  good  Judgment  in  the  selection  of  musical  scores; 
supervisory  ability;  tact  and  personality. 


SpecUlcmtloiis  of  Class 


lOGO 
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Piiadpsl  Linss  of  Piomotlo& 

From:  MoslcUn  (Band  or  Ordiestra). 
To:  Bandmaster. 

CompansatloB  for  Class 

Aunial:  $1200 

TiTLB  or  Class: 
BANDMASTER 

Duties: 

To  direct  a  band  or  an  orchestra;  to  Instruct  and  train  members;  to  hold 
rehearsals;  to  orchestrate  and  arrange  musical  programs;  to  correct  musical 
parts;  to  make  reports  and  requisitions  and  answer  correspondence;  to  study 
and  prepare  new  compositions ;  and  to  perform  other  related  work. 

Qvslitcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
tensHe  edvcation  in  mnstc;  sereral  years*  experience  as  a  professional  band  or 
ordiestra  BMsidan;  ability  to  Instruct,  train,  reh^rse,  and  inspire  mustclans; 
keen  musical  sense  and  Judgment;  personality,  poise*  and  toduilqiis  In  coih 

ducting. 

Prindpol  lines  of  Piwaiotloii 

From:  Assistant  Bandmaster. 

•  Compensation  for  Class 

Annual:  $1800. 

TnuB  or  Class: 

CHORISTER 

Spoeillcatioiis  of  Class  I  /%  /*  .| 

Duties:  lUol 

Under  direction,  to  sing  in  a  church  choir;  to  sing  solo  numbers  when  re- 
onired;  to  attend  rehearsals  and  stated  religious  services;  and  to  perform 
related  work  as  required. 

QusMfsHeas; 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
training  in  vocal  music  and  sight  reading;  some  experience  as  a  chorister  and 
soloist  in  church  work;  knowledge  of  church  rituals  and  prescribed  musical 
f<MaBs;,good  musical  expression  and  technique;  and  personality. 

Compeiisatlo&  for  Class 

Hourly:  $2 


TizLB  or  Class: 

ORGANIST  AND  CHOIR  LEADER 

Spodlleatioiis  of  Class  I  0 (i >^ 

Duties:  i  v/  ^7  /^ 

To  play  a  pipe  organ ;  to  arrange  musical  programs;  to  train  and  dlreot  aeoi- 
bers  of  a  church  choir ;  to  i>erf orm  responsible  custodial  work  in  the  care  and 
maintenance  of  vestments  and  other  property  used  in  rdlgious  services;  and 
to  perform  other  related  work. 
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Qiialificmtioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high,  school; 
thorough  training  in  music;  specialized  training  and  experience  in  pipe^rgan 
playing  and  in  the  direction  ot  church  choirs;  ability  to  arrange  musical  pro- 
grams, train  choristers,  and  direct  musical  services;  ability  to  direct  the 
efforts  of  others;  enthusiasm  and  tact 

Compensation  twr  Class 

Annual:  $420 


PHOTOGRAPHY 


TiTu  OF  Class  : 

PHOTOGRAPHIC  LABORATORY  HELPER 

Spedfications  of  Class 
Duties: 


lOG 


•  i> 


Under  immediate  supervision,  to  perform,  as  directed,  miscellaneous  subordi- 
nate work  in  a  photographic  or  a  related  laboratory  or  in  a  photostat  or  a 
blue-print  plant. 


Common  school  education ;  mechanical  aptitude,  carefulness,  accuracy,  and 
good  eyesight 

Principal  Lines  of  Promotion 

To :  Photographic  Laboratory  Aid. 

Compensation  for  Class 

Annual:  $106O-«U4<M1200 


10G4 


TiTLB  or  Class  : 

PHOTOGRAPHIC  LABORATORY  AID 

Specifications  of  Class 
Duties: 

Under  supervision,  to  aid  photographers  in  washing,  fixing,  drying,  trim- 
ming, mounting,  and  sorting  prints ;  to  care  for  the  dark  room,  laboratory,  pho- 
tographic apparatus,  and  other  equipment ;  or,  to  aid  in  printing,  drying,  clean- 
ing, inspecting,  repairing,  and  assembling  motion  picture  films ;  and  to  perform 
related  work  as  required. 

Qualifications: 

Common  school  education ;'  not  less  than  one  year's  experience  as  a  Photo- 
graphic Laboratory  Helper,  or  its  equivalent;  knowledge  of  ordinary  photo- 
graphic processes ;  mechanical  aptitude  and  good  eyesight 

Principal  Lines  of  Promotion 

From :  Photographic  Laboratory  Helper. 
To:  Assistant  Photographer. 

Compensation  for  Class 

Annual:  |12eM182M188(>-fl440 
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Title  of  Culss  : 

ASSISTANT  PHOTOGRAPHEHEt 

Spedflcationfl  of  CkuM  j  Q  ( j  ^^ 

Dntics: 

Under  supervision,  to  assist  photographers  In  the  prodnction  of  photographic 
negatives,  films,  and  lantern  slides;  to  assist  in  developing  plates  and  films; 
to  assist  In  copying,  enlarging,  and  reducing  from  negatives  or  prints ;  to  assist 
in  etching  and  retouching  negatives;  to  prepare  chemical  solutions  for  photo- 
graphic use ;  and  to  perform  related  work  as  required. 

Qualificatioiis: 

Common-school  education;  not  less  than  three  years'  practicW  experience  In 
one  or  more  branches  of  modem  photography;  general  knov7ledge  of  labora- 
tory practice  in  photographic  printing,  operating,  and  retouching;  art  per- 
ception ;  in  some  cases,  to  supervise  the  work  of  photostat  or  blue-print  machine 
operators;  accuracy  and  carefulness. 

PrinciiMd  Unas  of  Promotfon 

From :  Photographic  Laboratory  Aid. 
To:  Photographer. 

Compensation  for  Class 

Annual:  $156O^162O-$1680-$174O-$1800 


Spedflcations  of  Class 


i0()6 


TiTUE  OF  GlASS : 

PHOTOGRAPHER 

Duties: 

Under  supervision,  to  select,  pose,  light,  arrange,  and  prepare  objects  for 
still  or  motion  photography;  to  expose,  develop,  and  complete  negatives;  to 
print  on  photographic  paper  or  other  sensitized  medium  from  negatives; 
chemically  to  treat  negatives  and  prints  to  insure  permanent  and  true  repro- 
duction of  the  object  photographed;  to  enlarge,  reduce,  and  copy  negatives  and 
photographic  prints;  to  file,  classl^,  and  number  negatives,  and  supply  them 
with  titles;  to  retouch,  opaque,  etch,  and  modify  negatives  and  prints;  and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
with  courses  In  chemistry  and  physics;  not  less  than  eight  years'  professional 
experience  in  photography;  knowledge  of  cameras,  their  construction,  opera- 
tion, and  repair;  proficiency  in  one  or  more  of  the  standard  branches  of  pho- 
tography, such  as  scientific,  technical,  commercial,  wet  plate,  or  motion  pic- 
ture; art  perception  in  form  and  color;  resourcefulness  and  accuracy. 

Principal  Lines  of  Promotion 

From:  Assistant  photographer. 
To:  Chief  photographer. 

Compensation  for  Class 

Annual:  $192O-$204(K$2160-$228(>-»2400 


Title  of  Class  : 

CHIEF  PHOTOGRAPHER 

Spedflcations  of  Class  106^ 

Duties: 

Under  general  direction,  to  supervise  a  photographic  laboratory,  division,  or 
section;  or  to  perform  exceptional  photographic  work  of  a  high  technical  char- 
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acter ;  to  assign,  inspect,  and  record  work ;  to  keep  negative  and  reference  files; 
to  select,  order,  and  maintain  equipment  and  supplies;  to  superintend  com- 
spendence  and  advise  upon  modern  practice  in  photography ;  to  preserve  records 
and  specimens  of  value  to  photographic  history  and  advancement ;  to  adapt  and 
put  into  practice  approved  mechanical  equipment  and  ch^nical  processes;  and 
to  perform  other  administrative  or  technical  work  involved  in  Uie  superftaton 
of  a  photographic  laboratory. 

Qnalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school, 
with  courses  in  physics  and  chemistry ;  not  less  than  10  years*  esperienoe  in 
professional  photography,  preferably  three  years  of  which  shall  have  been  In 
the  Government  photographic  service;  thorough  knowledge  of  modem  pMo- 
graphic  methods,  apparatus  and  formulas ;  inventive  and  research  skin ;  ability 
to  direct  others ;  and  art  perception. 

Principal  lines  of  Prometion 
From:  Photographer. 

Compensetlen  f  er  dans 

Annual:  $2520-|2640-|27(MM288(M3000 


OTHER  GIx^SS  IN  THE  ARTS  SBRVIOE 


TiTLB  OF  OlASS : 

ART  CURATOR  (UNITED  STATES  CAPITOL  BUILDINa) 

Specifications  of  Class  J  0()^' 

Duties: 

Under  direction,  to  have  the  custody  and  care  of  all  work  of  art  in  the  United 
States  Capitis  Building;  to  supervise  restorations,  repairs,  and  cleaning  of 
works  of  art;  to  direct  the  installation  and  maintenance  of  exhibits;  and  to 
perform  other  related  work. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  from  higii  sdiool; 
supplementary  instruction  in  an  art  institute,  or  extended  practical  experience 
in  the  custody  and  care  of  art  collections ;  proven  ability  in  the  care,  arnmge- 
ment,  and  display  of  works  of  art;  expertness  in  the  detection  of  injury  to 
or  decay  in  works  of  art,  and  ability  to  make  necessary  repairs;  careAdnev 
and  accuracy. 

Compensation  for  Class 
Annual:  $2200 


30.  THE  BIOLOGICAL  SCIENCE  SERVICE 


TM«  service  indudeM  clasaes  of  po9Uion8  the  dutiei  of  tohioh  are  to  9upervUe 
or  to  perform  work  reqtUrlnff  knowledge  of  or  experience  4n  boUmiff  eooleffPt 
anthropology  and  related  tranchea  of  eoience  deeUng  with  Ufe  emd  Uv4ng 
organisms  not  included  in  the  Medical  Sdenee  Service. 

AOBICDI/rUBAI*  BZPU>XATIONS  : 


AOBONOM T  : 


to  iMtliMUpritgfcil 


AFicwixram : 


AplcutHXist 
Apinltartet 


Aplodtartrt 


BACnmiotJoaY,  Omkemajj 


Bagibbiouwt,  Boil 


to  8^  Bactoriifagirt 


BioLOQT^  Aquatic 


to  A«H«to  BtoltgiH 


T  9i 


BioLooT,  OamsAL: 
BMackt 


9i  Btotockid  Barrar 


401 
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Title  of  Class: 

APICULTURIST  10^9 

Spedficatioiui  of  Class  1  U  O  ^ 

Duties: 

To  perform,  Individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  experimental  and  practical  apiculture;  to  plan  and  execute 
research,  or  to  perform  administrative  work  arising  in  connection  with  the 
prosecution  of  such  activities;  to  propose  and,  in  some  cases,  to  determine 
policies  under  existing  laws  and  regulations ;  and  to  carry  on  major  lines  of 
related  work. 

Qualificatfons: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  entomology  and 
bee  culture ;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  grad- 
uate work,  practical  experience  regarded  as  its  full  equivalent ;  not  less  tban 
five  years'  experience  in  the  successful  prosecution  or  administration  of  work 
in  apiculture ;  ability  to  read  French  and  German,  or  equivalent  language  train- 
ing; large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Apiculturlst 

To:  Senior  Apiculturlst;  Assistant  Chief,  Bureau  of  Entomology;  Chief,  Bu- 
reau of  Entomology. 

Compensation  for  Class 

Annual :  $414a-94320-^50(M468a-$4860-$5040 


Title  of  Class  : 

SENIOR  APICULTURIST 

Spedfieations  of  Class 


108;] 


Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  experimental  and  prac- 
tical apiculture;  to  conduct  difiicult  research;  to  act  as  advisor  and  consalt- 
ing  specialist  in  apiculture;  and  to  perform  related  work  which  may  Involve 
the  administration  as  well  as  the  prosecution  of  such  activities. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  oitomology  and 
bee  culture;  at  least  three  yeairs'  graduate  work,  or,  in  the  absence  of  gradu- 
ate work,  practical  experience  regarded  as  its  full  equivalent;  not  less  tban 
10  years'  experience  in  the  successful  prosecution  or  administration  of  work 
in  apiculture.  Involving  the  exercise  of  substantive  responsibility;  consplcaoni 
ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Apiculturlst 

To :  Assistant  Chief,  Bureau  of  Entomology ;  Chief,  Bureau  of  Entomology. 

Compensation  for  Class 


ARCHEOLOGY 


Title  of  Class: 

ASSOCIATE  ARCHE0L06IST 

Speeificatioos  of  Class  1 0  O  4 

Duties: 

To  perform,  individually  or  on  consultation  with  superiors,  work  of  impor- 
tance in  connection  with  the  study  of  archeology  and  the  maiintoiance  of  coir 
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lections,  InTolvlng  snbstantlye  re^Mnsibility,  and  at  times  reQuirlng  the  exer- 
cise of  supervisory  fonctlons,  but  not  Involving  the  determination  of  policies. 

Qvalificmtioiui: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  at  least  three  years'  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  full 
equivalent;  extensive  training  in  ancient  and  modem  languages;  familiarity 
with  archeologlcal  problems;  and  ability  to  carry  on  independ^it  work. 

Principal  Lines  of  Promotion 

To:  Archeologist. 

Compensation  for  Claso 

Annual:  $8240-$88e(M8480-$Se00^720-«8840 


Title  or  Glabs: 
ARCHEOLOGIST 

Spedflcations  of  ClMO  J  ONT) 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  ardieology ;  to  care  for  collections ;  to  plan  and  execute  researdif 
or  to  perform  administrative  work  arising  in  connection  with  the  prosecution 
of  such  activities;  to  propose  and,  In  some  cases,  to  determine  policies  under 
existing  laws  and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

QuaMcatioiia: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  at  least  three  years*  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  full 
eqaivalent ;  extensive  training  in  ancient  and  modern  languages ;  not  less  than 
five  years'  experience  in  the  successful  prosecution  or  administration  of  work 
in  archeology;  familiarity  with  archeologlcal  researdi;  large  capacity  and 
proven  proficiency. 

Principal  Linoa  of  Promotion 

From:  Associate  Archeologist. 
To:  Senior  Archeologist 

Compensation  for  Class 

Annual :  fll40-^4S2a44500-^4680^$4860-45040 


TiTLB  or  Class: 

SENIOR  ARCHEOLOGIST 

Specifications  of  Class  iVoi) 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  archeology ;  to  conduct  difll- 
cult  research ;  to  act  as  advisor  and  consulting  specialist  in  archeology ;  and  to 
perform  related  work  which  may  Involve  the  administration  as  well  as  the 
prosecution  of  such  activltlea 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  v^th  a  degree  from  an 
institution  of  recognized  standing;  at  least  three  years'  graduate  work,  or,  in 
the  absence  of  graduate  work,  practical  experience  regarded  as  Its  full  equiva- 
lent; not  less  than  ten  years'  experience  in  the  successful  prosecution  or  ad- 
ministration of  work  in  archeology  involving  substantive  responsibility ;  famil- 
iarity with  archeologlcal  research ;  and  scientific  maturity  proved  by  achieve- 
ment. 


\ 


Principal  Lines  of  Promotion 


From :  Archeologist 

Compensation  for  Class 


•    *    * 
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BAOTBRIOIiOGY,  GBNBRAL 


Title  of  Class: 

JUNIOR  BACTERIOLOGIST  _ 

Specifications  of  Class  J.  U  O  I 

Duties: 

Under  immediate  supeirision,  to  perfonn  scientiilc  work  in  bacteriology,  and 
related  work  as  required. 

Examples :  Isolating  bacteria  from  original  environmoits ;  pceparing  gpecUi 
media ;  carrying  out  stock  cultures ;  carrying  out  routine  procedures  and  col 
tural  studies;  staining  bact^a;  making  bacterlok)gical  analyses  of  material 
for  numbers  of  bacteria  and  for  the  presence  of  specific  groups. 

Qiialificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  bacteriology;  and 
ability  to  read  scientific  French  or  German. 

Prlncipttl  LiiMS  of  Pronaotioii 

To :  Assistant  Bacteriologist 

Compensatioii  for  Class 

Annual:  $lBWy-fl920-92040-^ZXeO 


TiTLK  or  Class: 

ASSISTANT  BACTERIOLOGIST 

SpMiications  of  Obm  lUoo 

Duties: 

Under  supeiTision,  to  pei-form  sclentlflc  work  in  bacteriology,  and  related 
work  as  required. 

Kxamples:  Identifying  bacteria;  determining  the  specific  action  of  bacteria 
upon  given  substrata ;  studying  the  nutrition  and  physiological  reactions  of 
bacteria  by  means  of  cultural  methods ;  making  life  history  studies ;  cultiTatIng 
bacteria  for  the  production  of  specific  substances. 

Qiialificatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  tnm 
an  institution  of  recognized  standing,  with  major  work  in  bacteriology;  at 
least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practleal 
experience  regarded  ras  it  full  equivalent ;  and  ability  to  read  aeieatifle  Frendi 
and  German,  or  equivalent  language  training. 

Prindpttl  Lines  of  Promotion 

From:  Junior  Bacteriologist. 
To:  Associate  Bacteriologist 

Compensation  for  Class 

Annual:  $24O(M^2520-$264O-$2760-^2880-$3000 


Title  ov  Class: 

ASSOCIATE  BACrratlOLOGIST 

SpcciAcationa  of  CIms  1  0  8  D 

Duties: 

To  perform,  Individualiy  or  In  consultation  with  superiors,  work  of  im- 
portance in  bacteriology,  involving  substantive  responsibility,  and  at  timea 
requiring  the  exercise  of  supervisory  functions,  but  not  Involving  the  deter- 
mination of  policies. 
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Qnaliicatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  In  bacteriology ;  three 
years'  graduate  work*,  or,  In  the  absence  of  graduate  work,  practical  ezperi- 
ence  regarded  as  its  full  equivalent;  abllitsr  to  read  adcntUlc  French  and 
Oerman,  or  equivalent  language  training;  and  ability  to  carry  on  independent 
work. 

PiinciiMil  Lfnes  of  Promotioii 

From:  Assistant  Bacteriologist. 
To:  BacterkdogiBt. 

ConpcsHMiticB  Uue  Claas 

.Annual:  $a240^$33e0-^8a-$3600-$3720^840 


TiTU  or  Glass: 

BACTERIOLOGIST  lOilU 

Spedlleatlons  of  Class 
Duties: 

To  perform,  independently  or  with  associates  or  through  subordinates,  work 
of  major  Importance  in  bacteriology ;  to  plan  and  execute  research ;  or  to  per- 
form administrative  work  arising  In  connection  with  the  proaecntion  of  Ba<^ 
activities;  to  proi)ose  and,  in  some  cases,  to  determine  policies  under  existing 
laws  and  regulatons;  and  to  carry  on  major  lines  of  related  work. 

^nalilications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  In  bacteriology;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  worlc,  prac- 
tical experience  regarded  as  its  full  equivalent;  not  lefls  than  five  years'  ex- 
perience in  the  successful  prosecution  or  administration  of  work  in  bacteri- 
ology; ability  to  read  sciendtbc  French  and  German,  or  equivalent  language 
training;  large  capacity  and  proven  efficiency. 

Principal  LineB  of  Promotion 

From:  Associate  Bacteriologist 
Tb:  Senior  Bacteriologist. 

Compensation  for  Class 

Aimunl:  $414O-4M32(MMd00-$468O-44860-40O40 


Tms  or  Class: 

SENIOR  BACTERIOLOGIST  ^  ^  .    . 

Speemctlon.  of  a«  1001 

Duties: 

• 

To  carry  out  the  most  advanced  lines  of  work  in  bacteriology;  to  conduct 
difficult  research;  to  act  as  advisor  and  consulting  specialist  In  bacteriology; 
and  to  perform  related  work  which  may  involve  the  administration  as  well  as 
the  prosecution  of  such  activities. 

^nalillcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  ftcMn  an 
institution  of  recognized  standing,  with  major  work  in  bacteriology;  at  least 
three  years'  graduate  work, .  or,  in  the  absence  of  graduate  work,  practical 
experience  r^arded  as  its  full  equivalent ;  not  less  than  10  years'  experience 
In  the  successful  prosecution  or  administration  ef  work  In  bacteriology.  Involv- 
ing the  exercise  of  substantive  responsibility;  conspicuous  ability  proved  by 
achievement;  and  scientific  maturity. 

PrindpsI  Lines  of  Promotion 

From:  Bacteriologist. 

Compensation  for  Class 

*    *    * 
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BACTERIOLOGY,  SOIL 


Title  or  Class: 

JUNIOR  SOIL  BACTEaEtlOLOGIST  1  H  <)  9 

Specifications  of  Class  '  '^  "^  ^ 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  soil  bacteriology; 
and  related  work  as  required. 

Examples :  Preparation  of  special  culture  media  for  isolating  and  coltiTatiDS 
soil  organisms;  identifying  soil  organisms;  detennining  the  actiyities  and 
functions  performed  by  bacteria  and  other  soil  micro-organisms;  revlewliig 
technical  literature;  taking  notes;  caring  for  experimental  plots  and  green- 
house testa 

Qnalificatloiui: 

Training  equivalent  to  that  represented  by  graduation  witJi  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  bacteriology, 
and  soils ;  and  ability  to  read  scientific  Frendi  or  German,  or  equivalent  lan- 
guage training. 

Principal  lines  of  Promotloii 

To:  Assistant  Soil  Bacteriologist 

Compenaatton  for  Class 

Annual:  $1800-$1920-$2040-^2ie0 


TnxE  07  Class  : 

ASSISTANT  SOIL  BACTERIOLOGIST 

of  Class  109.3 


Duties: 

To  perform,  under  supervision,  scientific  work  in  soil  bacteriology,  and 
related  work  as  required. 

Examples:  Determining  the  characteristic  or  predominant  soil  fiora  for 
Gfpeciflc  cases;  Isolating  and  studying  the  cultural  characters  of  important 
soil  organisms;  conducting  field  or  greenhouse  tests;  taking  notes;  abstract- 
ing literature;  writing  up  results. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  bacteriology, 
and  soils;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to 
read  French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Proqiotion 

From:  Junior  Soil  Bacteriologist. 
To:  Associate  Soil  Bacteriologist. 

Compensation  for  Class 

Annual:  $240(>-$2520^264M2760^2880-«3000 


Title  of  Class: 

ASSOCIATE  SOIL  BACTERIOLOGIST  1  0  ^  i 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  im- 
portance in  soil  bacteriology,  involving  substantive  responsibility,  and  at 
times  requiring  the  exercise  of  supervisory  functions,  but  not  involving  the 
determination  of  policies. 
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Qualillcatioiis: 

Training  equiyalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  bacteriology, 
and  soils;  at  least  three  years'  graduate  work,  or,  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
French  and  German,  or  equivalent  language  training;  and  ability  to  carry  on 
independent  work. 

PrinciiMil  Lines  of  Promotion 

From:  Assistant  Soil  Bacteriologist. 
To:  Soil  Bacteriologist 

Compensation  for  ChuM 

Annual:  |a240-|33eO-«3480-^860a4372O-|3S40 


Title  or  Glass  : 

SOIL  BACTERIOLOGIST  I  H  <  I  ^ 

«      .-    ^         M  ^  J  U  J  t^ 

Specifications  of  Class 

Duties: 

To  perform,  individually,  or  witli  associates  or  subordinates,  work  of  major 
importance  in  soil  bacteriology;  to  plan  and  execute  research  or  to  j^rform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  tb  determine  policies  under  existing  laws 
and  regulations;  and  to  carry  on  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  bacteriology, 
and  soils;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
soil  bacteriology;  ability  to  read  French  and  German,  or  equivalent  language 
training ;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Soil  Bacteriologist. 
To:  Senior  Soil  Bacteriologist 

Compensation  for  Class 

Annual:  $4140-$4S20-^500-$4680-$4S6a-$5040 


Title  of  Class  : 

SENIOR  SOIL  BACTERIOLOGIST 

Specifications  of  Class  J  U  •  M) 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  soil  bacteriology ;  to  conduct 
difficult  research;  to  act  as  advisor  and  consulting  specialist  in  soil  bacteriol- 
ogy; and  to  perform  related  work  which  may  Involve  the  administration  as 
well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  bacteriology, 
and  soils;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work«  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
soli  bacteriology,  involving  the  exercise  of  substantive  responsibility;  con- 
^icuous  ability  proved  by  achievement  and  scientific  maturity. 
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* 

Principal  Lmes  of  Promotiaii 

From:  SoU  Bacteriologist. 

C«npeB8atioii  for  Class 

*    *    * 


BIOLOGY,  AQUATIC 


Title  of  Class: 

JUNIOR  AQUATIC  BIOLOGIST  i  A  (    '^ 

SpecificationJi  of  Class  iV^i  i 

Duties: 

To  perform,  under  immediate  supervision,  scientlflc  work  in  the  studj  ol 
the  life  history,  habits,  classification,  and  economic  relations  of  aquatic  orsan- 
isms,  with  special  reference  to  forms  of  importance  to  the  fishing  industries; 
and  to  perform  related  work  as  required. 

Examples:  Studying  life  histories  and  habits  of  fish;  collecting,  identify- 
ing,  and  classifying  the  aquatic  fauna  of  given  regions ;  assisting  in  laboratory 
studies;  keeping  records;  reviewing  scientific  and  tedmical  papers. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology;  and  abil- 
ity to  read  F^nch,  German,  or  a  Scandinavian  tongue. 

PriaciRal  Linas  of  PiomotkHi 

To:  Assistant  Aquatic  Biologist 

Compensation  for  Class 
Annual:  $180M192(M2O4O-^2160 


Title  of  Class  : 

ASSISTANT  AQUATIC  BIOLOGIST  1  n  (1  W 

Specifications  of  Class  1  U «/  O 

Duties: 

To  perform,  under  supervision,  scientific  work  in  the  study  of  the  life 
history,  habits,  classification,  and  economic  relatiODS  of  aquatic  organlsma 
with  special  reference  to  forms  of  importance  to  the  fishing  industries;  and 
to  perform  related  work  as  required. 

EiXamples:  Investigating  the  infiuence  of  trade  wastes  and  other  poUutioitt 
on  the  oyster  industry ;  studying  and  comparing  the  relative  merits  of  methods 
employed  in  taking  and  handling  fish;  identif^ng  fish  and  fish  prodacts; 
classifying  aquatic  life;  carrying  on  experimental  work;  reviewing  literature; 
writing  up  results. 

Qoalificationa: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology ;  at  least  two 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experi- 
ence regarded  as  its  full  equivalent;  and  ability  to  read  at  least  two  of  the 
languages,  French,  German,  and  a  Scandinavian  tongue. 

* 

Principal  lines  of  Promotion 

From:  Junior  Aquatic  Biologist. 
To :  Associate  Aquatic  Biologist. 

Corapensatipn  for  Class 

Annual:  $2400-42520-4264O^2760-^288(>-$3000 
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TiTU  €P  Claw: 

ASSOaATE  AQUATIC  BIOLOGIST 

SpeeiicstioiM  of  Clus  J  0  t)  U 

DvtieB: 

To  perform,  individiially  or  in  consaltaUon  with  superiors*  work  of  ini- 
portance  in  connectioD  with  title  stucbr  of  the  life  history,  habits,  classification, 
and  eooBomic  relations  of  agjoatlc  organisms^  with  special  reference  to  forms 
of  importance  to  the  fishlog  industries.  Involving  substantive  re^Knaslbility, 
and  at  times  reQuiring  the  exercise  of  siqwrvlsory  functions,  but  not  tnvolvii^ 
the  determination^  ot  policies. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology;  at  least 
tbtree  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  prsctleal  ex- 
perience regarded  as  Its  fun  equivalent;  ability  to  read  two  of  the  kuiguages, 
French,  German,  and  a  Scandinavian  tongue;  and  ability  to  carry  on  inde- 
pendent work. 

PrlBclpal  Lines  of  PiomotloB 

From:  Assistant  Aquatic  Biologist 
To:  Aquatic  Biologist. 

CompensstioB  for  Claas 
Annual:  $324(>-$336O^$S48&4?W00-93'72O-9384O 


TnLB  or  Glabs: 
AQUATIC  mOLOGIBT 

SpeeUkatioM  of  Class  J  1  0  i) 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  connection  with  the  study  of  the  life  history,  habits,  classifica- 
tion, and  economic  relations  of  aquatic  organisms,  with  special  reference  to 
forms  of  importance  to  the  fishing  industries ;  to  plan  and  execute  research,  or 
to  perform  administrative  work  arising  in  connection  with  the  prosecution  of 
such  activities ;  to  propose  and,  in  some  cases,  to  determine  policies  under  ex- 
isting laws  and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

QuaHllcmtioiia: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  ivactical  ex- 
perience regarded  as  its  full  equivalent:  not  less  than  Ave  years'  experience 
In  the  successful  prosecution  or  administration  of  work  In  aquatic  biology; 
ability  to  read  two  of  the  languages,  Frendi,  Cterman,  and  a  Scandinavian 
ton^e:  Targe  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Aquatic  Biologist 

To:  Senior  Aquatic  Biologist;  Deputy  OoBunlsaloner  of  Fisheries;  Ooranils- 
sioner  of  Fisheries. 

Compensation  fbr  Class 

Annual:  $414O-|432(K-$450O-$4e80-«4860-^«(H0 


TiTUB  cm  Class: 

SENIOR  AQUATIC  BIOLOGIST  1101  * 

^pecUlcatlons  of  Class 
Dutiea: 

To  carry  on  the  most  advanced  lines  of  work  in  connection  with  the  study 
of  the  life  history,  habits,  classification,  and  economic  relations  of  aquatic 
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organisms,  with  special  reference  to  forms  of  Importance  to  the  fishing  indus- 
tries; to  conduct  difllcnlt  research;  to  act  as  advisor  and  consulting  specialist 
in  aquatic  biology  and  its  applications;  and  to  perform  related  work  whldi 
may  Involve  the  administration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent ;  not  less  than  ten  years'  experience  in 
the  successful  prosecutioi^  or  administration  of  work  in  aquatic  biology,  in- 
volving the  exercise  of  substantive  responsibility;  conspicuous  ability  proved 
by  achievement;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From :  Aquatic  Biologist 

To:  Deputy  Ck)mmi8sloner  of  Fisheries;  Commissioner  of  Fisheries. 

Compensation  for  Class 


Title  of  Class  : 

DEPUTY  COMMISSIONER  OF  FISHERIES 


1101^ 


Speclficationi  of  Chas  J  X  w  a^ 

Duties: 

Under  tlie  Commissioner  of  Fisheries,  to  have  administrative  charge  of  the 
scientific,  statistical,  and  economic  worl^  of  the  Bureau  of  Fisheries;  to  con- 
duct scientific,  technical,  and  economical  investigations;  to  supervise  the  ex- 
penditures of  the  Bureau ;  to  act  as  the  chief  administrative  head  of  the  Bu- 
reau in  the  absence  of  the  Commissioner ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recog^iized  standing,  with  major  work  In  biology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  fuU  equivalent;  research  experience  in  biological  and 
economic  fisheries  problems  and  In  the  application  of  scientific  methods  to  the 
solution  of  such  problems;  pot  less  than  five  years'  administrative  experience; 
practical  knowledge  of  fisheries;  capacity  to  determine  fruitful  lines  of  re- 
search, to  organiase  work,  and  to  direct  staffs  of  workers. 


Principal  Lines  of  Promotion 

From :  Senior  Aquatic  Biologist ;  Aquatic  Biologist. 
To:  Commissioner  of  Fisheries. 

Compensation  for  Class 

*    *    * 


1103 


Tftle  or  Class: 
COMMISSIONER  OF  FISHERIES 

Specifioations  of  Class 
Duties: 

To  be  responsible,  under  the  Secretary  of  Commerce,  for  the  direction  and 
control  of  the  activities  of  the  office  and  field  staff  of  the  Bureau  of  FlsherieB; 
to  provide  for  scientific  Investigations  and  research  work  relating  to  flsli 
culture  and  marine  biology  in  the  inland  and  coastal  waters  of  the  United 
States;  to  supervise  the  collection  and  compilation  of  statistics  of  fisheries 
and  the  study  of  their  methods  and  relations ;  to  perform  administrative  worlt 
in  connection  with  the  salmon  fisheries  of  Alaska,  the  fur-seal  herd  on  tbe 
Pribilof  Islands,  and  the  fur-bearing  animals  of  Alaska;  and  to  perform  other 
related  work. 
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QmlillcatioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  worlE  in  biology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equiyalent;  not  less  than  five  years'  successful 
administrative  experience  in  the  work  of  the  Bureau  of  Fisheries  or  in  related 
work;  practical  knowledge  of  fisheries;  familiarity  with  the  structure  of  the 
Oovemment,  with  laws  relative  to  appropriations,  expenditures,  and  account- 
ing, and  with  Civil  Service  laws  and  regulations;  and  administrative  ability 
of  a  high  order. 

PrinciiMil  Lines  of  Promotion 

From:  Deputy  Commissioner  of  Fisheries;  Senior  Aquatic  Biologist;  Aquatic 
Biologist 

Compensation  for  Class 


BIOLOGY,  GENERAL 


Title  or  Class  : 

SENIOR  BIOLOGIST 

Specifications  of  Class  J  104 

Duties: 

To  carry  on  advanced  lines  of  work  in  the  broad  field  of  biology,  involving 
the  administration  as  well  as  the  prosecution  of  research;  to  supervise  the 
gathering  and  care  of  extensive  biological  collections;  to  act  as  advisor  and 
consulting  specialist  in  specific  lines  of  systematic  biology ;  to  serve  on  special 
boards  and  committees ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  broad  biological  experience;  not 
less  than  ten  years'  experience  in  the  successful  prosecution  and  administra- 
tion of  work  in  biology,  involving  the  exercise  of  substantive  responsibility; 
conspicuous  ability  proved  by  achievement;  and  scientific  maturity. 

Principal  lines  of  Promotion 

From:  Zoologist,  Senior  Zoologist,  and  classes  of  equivalent  rank  in  other 

lines  of  biological  science. 
To:  Chief,  Bureau  of  Biological  Survey. 

Compensation  for  Class 


Title  of  Class  : 

CHIEF,  BUREAU  OF  BIOLOGICAL  SURVEY  1  1  H  ^^ 

Specifications  of  Class 
Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  ad- 
ministrative charge  of  the  activities  of  the  Bureau  of  Biological  Survey  of 
the  Department  of  Agriculture ;  to  consider  and  take  action  on  general  biolog- 
ical questions  referred  to  the  Secretary;  to  serve  on  department  and  special 
committees ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology ;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
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experience  regarded  as  its  full  equivalent;  research  experience  wilb  biologiofti 
problems ;  not  less  than  five  years'  administrative  experience ;  thorough  knowl- 
edge of  North  American  birds  and  mammals;  capacity  to  organize  work  and 
to  direct  staffis  of  investigators  and  regulatory  workers. 

Principal  Lines  of  Promotion 

>Yom:  Senior  Biologist;  Senior  Economic  Ornithologist;  Senior  Ornithologist; 
Ornithologist;  Senior  Zoologist 

Compensation  for  CfauM 

*    #    • 


BOTANY,  SEED 


Title  of  Class: 

JUNIOR  SEED  BOTANIST 

Specifieatioiis  of  Class  1 1 0  U 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  comiection  witb 
the  analysis  and  germination  of  agricultural  seeds,  and  the  enfoKesaeBt  of 
seed  laws;  and  to  perform  related  work  as  required. 

Examples:  Taking  samples  of  seeds  for  parity  tests;  separating  samples 
into  pure  seed,  inert  material,  and  foreign  seeds;  determining  the  kinds  of 
foreign  seeds  present ;  making  germination  tests. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany ;  and  ability 
to  read  scientiflc  French,  and  either  G(erman  or  SpanicdL 


Prinfipal  Lines  of  Promotion 

To :  Assistant  Seed  Botanist. 

Compensation  for  Class 

Annual :  $180Mli)2(>-«2040^2ieO 


TiTix  or  Class: 

ASSISTANT  SEED  BOTANIST 

Specifications  of  Class  1  1  f  1 7 

Duties:  1  X  U  I 

To  perform,  under  supervision,  scientific  work  in  connection  with  the  analysis 
and  germination  of  agricultural  seeds,  and  the  enforcement  of  seed  laws;  and 
to  perform  related  work  as  required. 

Examples:  Determining  the  percentage  and  character  of  adulterants  in 
seeds ;  determining  the  viability  of  p^re  seeds  and  adulterants ;  keeping  records; 
reviewing  literature ;  writing  up  results. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  In  botany;  at  least  two 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent ;  and  abUlty  to  read  scientific  Frendb«  and  either 
Cterman  or  Spanish. 

Principal  Lines  of  Promotion 

From:  Junior  Seed  Botanist. 
To :  Associate  Seed  Botanist. 

Compensation  for  Class 

Annual:  $240O-$252(V-$264O^27eM288MSOOO 
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Tnu  or  Glasb: 

ASSOCIATE  SEED  BOTANIST  t  1  ( j  S 

Specifieatioiis  of  Clmsa 
DrtiM: 

To  perform,  IndiTidually  or  In  consultation  with  superiors,  work  of  Impor- 
tance in  connection  wltb  the  analyflds  and  germlnati<m  of  agricultural  seeds,  and 
the  eoforcement  of  seed  laws,  involving  substantive  responsibility  ,and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  Involving  the  determi- 
nation of  ix>lidee. 

QuaKAcatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany;  at  least  three 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent;  ability  to  read  scientific  French,  and  either 
Gmnan  or  Spanish ;  and  ability  to  carry  on  Independent  work. 

Piineipal  Lines  of  Promotion 

From :  Assistant  Seed  Botanist. 
To:  Seed  Botanist. 

CompensatioB  for  Class 

Annual:  $324<>-$3d60-^3480-|960(M8720-$8840 


Tms  or  CLAWi : 
SEED  BOTANIST 

SpodflcaUons  of  Claas  1  1  f  |  () 

Datks:  '  ^^^'' 

To  perform,  individually  or  with  associates  or  through  subordinates,  work  of 
major  importance  In  connection  with  the  analysis  and  germination  of  agricul- 
tural seeds,  and  the  enforcement  of  seed  laws;  to  plan  and  execute  research, 
or  to  perform  administrative  work  arising  in  connection  with  the  prosecution 
of  such  activities ;  to  propose  and,  in  some  cases,  to  determine  policies  under 
existing  laws  and  regulations;  and  to  carry  on  other  major  lines  of  related 
work. 

Qualiftcatioiia: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany;  three  years' 
graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience  re- 
garded as  its  full  equivalent;  not  less  than  five  years'  experience  in  the  suc- 
cessful prosecution  or  the  administration  of  work  in  seed  botany;  ability  to 
read  sdeatific  French,  and  either  German  or  Spanish;  large  capacity  and 
provoi  proficiency. 

Principal  Lineo  of  Promotloa 

From:  Associate  Seed  Botanist 
To:  Senior  Seed  Botanist 

CompensatioB  for  Class 

Annual:  $414(M482(>-$4G0a44680-<486(>-$d(H0 


Tms  or  Olaoo: 

SENIOR  SEED  BOTANIST 

Spodflcatioiis  of  Class  1  1 1  () 

DirtiM: 

To  carry  on  the  most  advanced  lines  of  work  in  seed  botany;  to  oondoct 
difficult  research;  to  act  as  adviser  and  consolting  spedalist  in  seed  botany; 
and  to  perform  related  work  which  may  involve  the  administration  as  well  as 
the  prooecution  of  such  activitiea 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  botany ;  at  least  three 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experi- 
ence regarded  as  its  equivalent ;  not  less  than  ten  years'  experience  in  the  sac- 
cessful  prosecution  or  administration  of  work  in  seed  botany,  involving  tlie 
exercise  of  substantive  responsibility;  conspicuous  abiUty  proved  by  achieve- 
ment ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

i'rom :  Seed  Botanist. 

Compensation  for  Class 


BOTANY,  SYSTEMATIC 


TiTiA  or  Glass  : 

JUNIOR  SYSTEMATIC  BOTANIST  1111 

Specifications  of  Class  J.  1  1.  L 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  In  connection  with 
the  classification  and  identification  of  plants  and  the  maintenance  of  her- 
bariums; and  to  perform  related  work  as  required. 

Examples:  Identifying  common  specimens  anA  furnishing  information  re- 
garding their  o<!currence,  habits  of  growth,  and  economic  value;  securing 
specimens  from  the  herbariums  and  making  comparisons;  distributing  mate^ 
rial  in  the  herbariums  in  accordance  with  the  classification  In  use;  review- 
ing and  abstracting  botanical  literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  including 
classification ;  and.  ability  to  read  scientific  German. 

Principal  Lines  of  Promotion 

To:  Assistant  Systematic  Botanist;  Assistant  Ecologist 

Compensation  for  Class 
.Annual:  $1800^192M2(>4(>^2160 


U12 


TiTUB  OF  Glass: 

ASSISTANT  SYSTEMATIC  BOTANIST 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  in  connection  with  the  classi- 
fication and  identification  of  plants  and  the  maintenance  of  hert>ariums;  and 
to  perform  related  work  as  required. 

Examples:  Making  identifications  of  average  difficulty;  preparing  keys  in 
accordance  with  established  outlines;  placing  material  according  to  the  her- 
barium classification;  translating  descriptions;  verifying  labels;  abstracting 
literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany,  including 
classification ;  at  least  two  years'  graduate  work,  or,  in  the  absence  of  gradu- 
ate work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
scientific  German  and  to  translate  Latin  descriptions. 
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PrinciiMil  LiB«B  of  PromotionL 

From:  Junior  Systematic  Botanist;  Junior  Ecologist 
To':  Associate  Systematic  Botanist;  Associate  Ecologist. 

Compensation  for  Class 

Annual:  $240O^252(M264O^27e(M288a-$d000 


Title  or  Class: 

ASSOCIATE  SYSTEMATIC  BOTANIST 

Specifications  of  Class  '  I  1  XO 

Duties: 

To  perform,  independently  or  In  consultation  with  superiors,  work  of  Im- 
portance in  connection  with  the  classification  and  identification  of  plants  and 
the  maintenance  of  herbariums,  InTolvlng  substantive  resi)onslblllty,  and  at 
times  requiring  the  exercise  of  supervisory  functions,  but  not  involving  the 
determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  botany,  Including  classi- 
lication;  at  least  three  years  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  translate 
Latin  descriptions  and  to  read  scientific  German,  and  either  French  or  Spanish. 

Principal  Lines  of  Promotion 

From :  Assistant  Systematic  Botanist ;  Assistant  Plant  Ecologist 
To :  Systematic  Botanist. 

Compensation  for  Class 

Annual:  $324a43300^$348a-$d60a-$872(M8840 


Title  of  Class  : 
SYSTEMATIC  BOTANIST 

Spedficationa  of  Clus  1  1  '(  J.    ^ 

Duties:  J  1  X  "+ 

To  perform.  Independently,  or  with  associates  or  subordinates,  work  of 
major  Importance  in  connection  with  the  classification  and  Identification  of 
plants  and  the  maintenance  of  herbariums;  to  plan  and  execute  research,  or 
to  perform  administrative  work  arising  in  connection  with  the  prosecution  of 
such  activities;  to  propose  and.  In  some  cases,  to  determine  policies  under 
existing  laws  and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  ,includlng 
classification;  at  least  three  years'  graduate  work,  or,  In  the  absence  of  grad- 
uate work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than 
five  years'  experience  in  the  successful  prosecution  or  the  administration  of 
work  in  systematic  botany;  ability  to  translate  Latin  descriptions  and  to  read 
scientific  German,  and  either  French  or  Spanish;  large  capacity  and  proven 
proficiency. 

Principal  Lines  of  Promotion 

iYom:  Associate  Systematic  Botanist. 
To:  Senior  Systematic  Botanist 

Compensation  for  Class 

Annual:  $414O-$4320^500~$4680-$486(K5040 
16491^—20— PT  2 33 
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TiTiA  OF  Glass: 

SENIOR  SYSTEMATIC  BOTANIST  1  1  1  r 

Specifications  of  ChuM  ILlii 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  systematic  botany ;  to  con- 
duct difficult  research;  to  act  as  adviser  and  consulting  specialist  in  botanical 
classification;  and  to  perform  related  work  which  may  Involve  the  adminis- 
tration as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  Including 
classification;  at  least  three  years'  graduate  work,  or,  in  the  absence  of 
graduate  work,  practical  experience  regarded  as  Its  full  equivalent;  not  less 
than  ten  years*  experience  in  the  successful  prosecution  or  administration  of 
work  in  systematic  botany,  involving  the  exercise  of  substantive  responsibility; 
conspicuous  ability  proved  by  achievement;  and  scientific  maturi^. 

Principal  Lines  of  Promotton 

From :    Systematic  Botanist. 

Gompettsation  for  CfauM 


DAIRY  MANUFACTURING  SPECIALIZATION 


TiTXE  OF  Class  : 

JUNIOR  DAIRY  MANUFACTURING  SPECIALIST 


im 


Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  perform  scientific  work  In  connection  with 
the  development  and  introduction  of  improved  methods  in  the  manufacture  of 
dairy  products ;  and  to  perform  related  work  as  required. 

Examples:  Experimenting  with  methods  of  curing  and  different  procedures 
in  manufacturing ;  answering  correspondence ;  keeping  records ;  reviewing  sci- 
entific literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with,  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  dairy  manufacturing; 
and  ability  to  read  scientific  French  and  German. 

Principal  lines  of  Promotion 

Q'o :  Assistant  Dairy  Manufacturing  Specialist 

Compensation  for  Class 

Annual:  $180M1820-$2a4M2ie0 


Title  of  Class  : 

ASSISTANT  DAIRY  MANUFACTURING  SPECLAUST 

Specifications  of  CfauM  1117 

Duties: 

Under  supervision,  to  perform  scientific  work  in  connection  with  the  de- 
velopment and  introduction  of  improved  methods  in  the  manufacture  of  dairy 
products ;  and  to  perform  related  work  as  required. 

Examples :  Performing  research  and  experimental  work  on  the  manufacture 
of  foreign  or  domestic  cheese ;  making  standard  chemical  and  physical  tests  to 
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determine  results  of  specific  tiials;  exx)eriinentlug  with  methods  in  creamery 
operation;  answering  correspondence;  abstracting  foreign  and  domestic  scien- 
tific literature ;  keeping  records ;  writing  reports. 

Qaafifications:  ' 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  dairy  manufacturing ; 
at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac^  ^ 
tleal  experience  regarded  as  its  full  equivalent;  and  abiUty  to  read  scientific 
French  and  German,  or  equivalait  language  training. 

PrindiMil  Lines  of  Piomotiim 

I'rom:  Junior  Dairy  Manufacturing  Specialist 
To :  Associate  Dairy  Manufacturing  Specialist 

Compenflation  for  Clus 

Annual:  $240O-^252O-$2640-$27e(M288(>-4d000 


Title  of  Glass  : 

ASSOCIATB  DAIRY  MANUFACTURING  SPECIALIST      i^^Q 

Speeifications  of  Chuw  7  ^  ^  ^ 

Doties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  im- 
portance in  connection  with  the  development  and  introduction  of  improved 
methods  in  the  manufacture  of  dairy  products,  involving  substantive  respon- 
sibility, and  at  times  requiring  the  exercise  of  supervisory  functions,  but  not 
involving  the  determination  of  policie&  . 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  dairy  manufacturing ; 
at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent ;  ability  to  read  sdentiflc  French 
and  German,  or  equivalent  language  training;  and  ability  to  carry  on  inde- 
pendent work. 

Piineipal  lines  of  Promotioii 

I'rom :  Assistant  Dairy  Manufacturing  Specialist 
To :  Dairy  Manufacturing  Specialist 

Compensation  for  CImo 

Annual:  $324O-$3S60-$348a-$3e0(V4372(V^3840 


Title  of  Class: 

DAIRY  MANUFACTURING  SPECLA.UST 

Specifications  of  Class  |  1;1 «) 

Duties: 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  connection  with  the  development  and  introduction  of  improved 
methods  in  dairy  manufacturing;  to  plan  and  execute  research,  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations;  and  to  direct  extension  activities,  or  to  conduct  other  major 
lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  dairy  manufacturing ; 
three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent ;  not  less  than  five  years'  experience  in 
the  successful  prosecution  or  administration  of  work  in  dairy  manufacturing; 
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ability  to  read  French  and  German,  or  equlyalent  language  training;  Iufkh 
capacity  and  proven  proficiency. 

^  Principal  lines  of  Promotioii 

From:  Associate  Dairy  Manufacturing  Specialist 
To:  Senior  Dairy  Manufacturing  Specialist 

Compensation  for  Class 

Annual :  $4140-^4320-^4500-$468O-$48e0-J^5040 


Title  of  Class  : 

SENIOR  DAIRY  MANUFACTURING  SPECIALIST       f  i  Ol) 

Specifications  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  in  connection  with  the  develop- 
ment and  introduction  of  improved  methods  in  the  manufacture  of  dairy 
products;  to  conduct  difficult  research;  to  act  as  advisor  and  consultiag 
specialist  in  dairy  manufacturing;  and  to  perform  related  work  which  may 
Involve  the  administration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

draining  equivalent  to  that  represented  hy  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  dairy  manufactur- 
ing; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent ;  not  less  than  ten  years'  ex- 
perience in  the  successful  prosecution  and  administration  of  work  in  dairy 
manufacturing,  Involving  the  exercise  of  substantive  responsibility ;  confipicaous 
ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Dairy  Manufacturing  Specialist. 

Compensation  for  Class 


ECOLOGY,  PLANT 


Title  ov  Class  : 

JUNIOR  PLANT  EC0L06IST  1  i  Q  i 

Specifications  of  Class  1  I4h 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  plant  ecology, 
and  related  work  as  required. 

Examples:  Identifying  and  determining  the  relative  prevalence  of  plants 
found  established  in  association  under  given  conditions;  measuring  environ- 
ment factors;  assisting  in  collecting  information  to  determine  the  order  of 
mutual  succession  and  how  this  order  may  be  infiuenced  to  bring  about  tbe 
more  rapid  increase  of  desired  plants,  as  in  natural  reforestation  of  cut-orer 
forest  lands  or  the  maintenance  of  grazing  ranges  at  maximum  capacity. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  ecology; 
and  ability  to  read  scientific  French  or  German. 

Principal  lines  of  Promotioii 

To :  Assistant  Plant  Ecologist ;  Assistant  Systematic  Botanist 

Compensation  for  Class 

Annual:  $1800-$192(>-^204M2ie0 
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TiTLB  OF  Class: 

ASSISTANT  PLANT  ECOLOGIST 

SpeeifieationB  of  CUuw  119  9 

Duties:  1  X/^^ 

To  i)erform,  under  supervision,  scientific  work  in  plant  ecology,  and  related 
work  as  required. 

Examples:  Making  accurate  measurements  of  physical  factors  influencing 
plant  succession;  conducting  experiments  in  reforestation;  determining  the 
conditions  under  which,  by  natural  means,  the  prevailing  plant  types  in  a  glveD 
environment  may  be  advantageously  modified ;  studying  the  mutual  interaction 
of  plant  formation  and  physical  environment;  searching  scientlflc  literature; 
taking  notes  and  writing  progress  reports. 

QiialillcatioBB: 

Training  equivalent  to. that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  ecology ;  at 
least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  ability  to  read  sdentlflc  German^ 
and,  in  addition,  French,  Swedish,  or  Russian. 

Piineipal  Lines  of  Promotion 

From :  Junior  Plant  Ecologist ;  Junior  Systematic  Botanist. 
To :  Associate  Plant  Ecologist ;  Associate  Systematic  Botanist 

Compensation  for  Class 

Annual:  $2400-4252a-$2640^276O-$288O-$d000 


Title  of  Class  : 

ASSOCIATE  PLANT  ECOLOGIST  1  1  O  '^ 

Specifications  of  Class  1  I  fid 

Duties: 

To  perform.  Independently  or  in  connection  with  superiors,  work  of  impor- 
tance  in  plant  ecology,  involving  substantive  responsibility,  and  at  times  re- 
quiring the  exercise  of  supervisory  functions,  but  not  involving  the  determina- 
tion of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  ecology ;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
exi)erience  regarded  as  its  full  equivalent;  ability  to  read  scientific  German, 
and,  in  addition,  French,  Swedish,  or  Russian;  and  ability  to  carry  on  inde- 
pendent work. 

Principal  Lines  of  Promotion 

From:  Assistant  Plant  Ecologist;  Assistant  Systematic  Botanist 
To:  Ecologist. 

Compensation  for  Class 

Annual:  $3240~$8360-$348(>-$d600-n$3720-$3840 


Title  of  Class: 
PLANT  ECOLOGIST     * 

Specifications  of  Class  lX^4 

Duties: 

To  perform,  Independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  plant  ecology ;  to  plan  and  execute  research  work,  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such 
activities ;  to  propose  and,  in  some  cases,  to  determine  policies  under  existing 
laws  and  regulations;  and  to  carry  on  major  lines  of  related  work. 
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Qoalifleatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  ecology; 
at  least  three  years'  graduate  work»  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent;  not  less  than  five  years' 
experience  in  the  successful  prosecution  or  administration  of  work  in  plant 
ecology;  ability  to  read  scientific  German,  and,  in  addition,  French,  Swedish, 
or  Russian;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Plant  Ecologist. 
To:  Senior  Plant  Ecologist 

Compensation  for  Class 

Annual:  $4140^4S20-$450(>-$468(K4860-^5040 


TiTLB   OF   GI.AB8: 

SENIOR  PLANT  ECOLOGIST 

Specifications  of  Class  f  125) 

Duties:  i  l^O 

To  carry  on  the  most  advanced  lines  of  work  in  plant  ecology;  to  conduct 
difllcult  research;  to  act  as  an  advisor  and  consulting  specialist  in  plant 
ecology;  and  to  perform  related  work  which  may  involve  the  administration 
as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
ecology;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years*  experience  in  the  successful  prosecution  or  administration  of  work  in 
plant  ecology,  involving  the  exercise  of  substantive  responsibility;  conspicuous 
ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  lines  of  Promotion 

From:  Plant  Ecologist. 

Compensation  for  Class 

•    •    • 


ENTOMOLOGY 


Title  of  Class: 

JUNIOR  ENTOMOLOGIST 

Specifications  of  Class  1 1  ^  b 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  In  systematic  and 
economic  entomology,  and  related  work  as  required. 

Examples:  Collecting,  identifying,  and  classifying  insects;  making  observa- 
tions on  the  habits  and  life  histories  of  specific  forms ;  carrying  out  experiments 
for  insect  control ;  caring  for  collections ;  abstracting  literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  oitomology;  and 
ability  to  read  scientific  French  or  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To:  Assistant  Entomologist. 

Compensation  for  Class 
Annual:  $180a-$102(>-$2Q4(M2160 
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Title  of  Class: 

ASSISTANT  ENTOMOLOGIST 

Spadlicatioiw  of  Clus  I  1^,4 

Duties: 

To  perform,  under  supervision,  scientific  work  in  systematic  and  economic 
entomology,  and  related  work  as  required. 

Examples:  Identifying  insects;  studying  relationships;  caring  for  collec- 
tions; following  the  stages  of  life  histories;  conducting  experiments  to  devise 
means  for  the  control  or  destruction  of  insects ;  making  observations  of  insects 
in  experimental  plots;  taking  notes;  reviewing  literature;  writing  up  results. 

QuaBfications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  instituttoQ  of  recognised  standing,  with  major  work  in  entomology ;  at  least 
two  years'  graduate  work,  or,  in  the  absence  of  graduate  work  practical  expe- 
rience regarded  as  Its  full  equivalent ;  and  ability  to  read  sdentiflc  French  and 
derman,  or  equivalent  language  training. 

Principal  lines  of  Ptomotion 

From:  Junior  Entomologist 
To:  Associate  ESntomologlst 

Compensation  for  Class 

Annual:  $2400-^252O-92640-427e(>-«2880-«S000 


1128 


Tnxk  OF  Glass: 

ASSOCIATE  ENTOMOLOGIST 

Speciilcatioos  of  Class 
Duties: 

To  perform,  individually  or  in  copsuUation  with  superiors,  work  of  importance 
in  systematic  and  economic  entomology,  involving  substantive  responsibility, 
and  at  times  requiring  the  exercise  of  supervisory  functions,  but  not  involving 
the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  entomology;  at  least 
three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  ability  to  read  scientific  French  and 
German,  or  equivalent  language  training;  and  ability  to  carry  on  independent 
work. 

Principal  Lines  of  Promotion 

From:  Assistant  Entomologist 
To:  Entomologist 

Compensation  for  Class 

Annual :  $324(MS860-f3480-«8600-|8720-$3840 


TiTL£  OF  Glass: 
ENTOMOLOGIST 

Specifications  of  Class  1  1 C  t ' 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
imi>ortance  in  systematic  and  economic  entomology;  to  plan  and  execute  re- 
search, or  to  perform  administrative  work  arising  in  connection  with  the  prose- 
cution of  such  activities;  to  propose  and,  in  some  cases,  to  determine  policies 
under  existing  laws  and  regulations;  and  to  carry  on  major  lines  of  related 
work. 
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Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  entomology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  not  less  than  five  years'  experience  In 
tiie  successful  prosecution  or  administration  of  work  in  entomology;  ability  to 
read  scientific  French  and  German  or  equivalent  language  training;  large 
capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Entomologist 

To:    Senior  Entomologist;   Assistant   Chief,   Bureau   of  Entomology;  Chief, 
Bureau  of  Entomology. 

Compensation  for  Class 

Annual:  $4140-$4320^4500-$468(>-^86a-^5040 


1130 


Title  of  Class: 

SENIOR  ENTOMOLOGIST 

Specifications  of  Class 
Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  systematic  and  economic 
entomology;  to  conduct  difficult  research;  to  act  as  advisor  and  consulting 
specialist  in  entomology ;  and  to  perform  related  work  which  may  involve  the 
administration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  entomology;  at 
least  three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  not  less  than  ten  years'  experience 
In  the  successful  prosecution,  or  administration  of  work  in  entomol(^,  In- 
volving the  exercise  of  substantive  responsibility;  conspicuous  ability  proved 
by  achievement  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Entomologist. 

To:  Assistant  Chief  of  Bureau  of  Entomology;  Chief  of  Bureau  of  Ento- 
mology. 

Compensation  for  Class 


Title  of  Class  : 

ASSISTANT  CHIEF,  BUREAU  OF  ENTOMOLOGY 

Specifications  of  Class  X  1 0  X 

Duties: 

To  aid  the  Chief  of  the  Bureau  of  Entomology  in  the  administration  of  the 
activities  of  the  bureau;  to  serve  on  special  boards  and  committees;  person- 
ally to  direct  special  lines  of  work  when  necessary;  and  to  perform  other 
related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  entomology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent ;  research  experience  in  entomology  and 
not  less  than  five  years*  experience  In  the  administration  of  scientific  work. 
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Principal  Lines  of  Promotion 

From :  Senior  Entomologist ;  Entomologist ;  Senior  Apicultnrist ;  Apiculturist. 
To:  Chief,  Bnrean  of  Entomology. 

Compensation  for  Qass 

•    •    * 


Title  of  Class  : 

CHIEF,  BUREAU  OF  ENTOMOLOGY  .   ^  rx   ^ 

Specifications  of  Class  *  I  1 0  ^ 

Dnties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  adminis- 
trative charge  of  the  activities  of  the  Bureau  of  Entomology  of  the  Department 
of  Agriculture ;  to  consider  and  take  action  on  general  oitomologlcal  questions 
referred  by  the  Secretary ;  to  serve  on  department  committees  and  special  com- 
mi^ions ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  representated  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  entomology ;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  Its  full  equivalent;  not  less  than  five  years'  experience 
in  directing  scientific  and  practical  Investigations  in  entomology  and  in  the  ad- 
ministrative handling  of  entomological  problems ;  capacity  to  determine  fruitful 
lines  of  scientific  research,  to  organize  work,  and  to  direct  staffs  of  investi- 
gators. 

Principal  Lines  of  Promotion 

From:  Assistant  Chief,  Bureau  of  Entomology;  Senior  Entomologist;  Ento- 
mologist ;  Senior  Apiculturist ;  Apiculturist. 

Compensation  for  Class 


ETHNOLOGY. 

Title  or  Class  : 

ASSOCIATE  ETHNOLOGIST  J  j^  ^j  ;^ 

Specifications  of  Class 
Dnties: 

To  perform,  individually  or  In  consultation  wltli  superiors,  work  of  im- 
portance in  connection  with  the  study  of  American  ethnology,  Involving  sub- 
stantive responsibility,  and  at  times  requiring  the  exercise  of  supervisory 
functions,  but  not  Involving  the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  representted  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  at  least  three  years'  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  full 
equivalent';  ability  to  read  two  modern  languages  or  equivalent  training  in 
Indian  languages  and  expression;  familiarity  with  ethnological  problems;  and 
ability  to  carry  on  independent  work. 

Principal  Lines  of  Promotion 

To:  Ethnologist 

Compensation  for  Qass 

Annual:  $3240-$336a-|34SO-$3600-«372(>-$3840 
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Title  of  Class  : 

ETHNOLOGIST  1134 

Specifications  of  CkuM 
Duties: 

To  perform,  individually  or  with  associates  or  through  subordinates,  work  of 
major  Importance  in  connection  with  the  study  of  American  ethnology ;  to  plan 
and  execute  research,  or  to  perform  administrative  work  arising  in  connection 
with  the  prosecution  of  such  activities;  to  propose  and,  in  some  cases,  to  de- 
termine policies  under  existing  laws  and  regulations;  and  to  carry  on  major 
lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing;  at  least  three  years'  graduate  work,  or,  in 
the  absence  of  graduate  work,  practical  experience  regarded  as  its  full  equiva- 
lent ;  not  less  than  five  years*  exi)erience  in  the  successful  prosecution  or  ad- 
ministration of  work  in  ethnology;  ability  to  read  two  modem  languages,  or 
equivalent  training  in  Indian  language  and  expression ;  familiarity  with  ethno- 
logical research;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Ethnologist 
To:  Senior  Ethnologist. 

Compensation  for  Class 

Annual:  $4140-$4320-$450(H:46S0-.$4S60-$5040 


Title  of  Class: 

SENIOR  ETHNOLOGIST  1  1  O  ^ 

Specifications  of  CkuM  ^^'^ 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  connection  with  the  stndj 
of  American  ethnology;  to  conduct  difficult  research;  to  act  as  an  advisor 
and  consulting  specialist  in  ethnology ;  and  to  perform  related  work  which  may 
involve  the  administration  as  well  as  the  prosecution  of  such  activities. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  at  least  three  years'  graduate  work,  or,  in 
the  absence  of  graduate  work,  practical  experience  regarded  as  its  full  equiva- 
lent ;  not  less  than  ten  years'  experience  in  the  successful  prosecution  or  admin- 
istration of  work  in  ethnology,  involving  the  exercise  of  substantive  responsi- 
bility; familiarity  with  ethnological  research;  conspicuous  ability  proved  by 
achievement;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Ethnologist. 

Compensation  for  Class 


FRUIT  AND  VEGETABLE  ^UTILIZATION   i  u  t\o 

ilob 

Title  of  Class  : 

JUNIOR  FRUIT  AND   VEGETABLE   UTILIZATION    TECHNOLOGIST 

Specifications  of  Clasa 
Duties: 

To  perform,   under   Immediate   supervision,   work  In   connection  wlUi  in- 
vestigations and  research  in  fruit  and  vegetable  preservation  and  utUization. 
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Examples:  Carrying  out  experiments  on  the  utilization  of  cannery  and 
evaporator  wastes  In  making  jellies^  vinegars,  and  other  products;  studying 
methods  of  desiccation;  comparing  the  efficiency  of  various  types  of  evapo- 
rators; trying  out  methods  for  the  utilization  of  surplus  materials. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  botany  and  its 
applications,  or  in  home  economics,  with  emphasis  upon  chemistry  and  physics; 
and  ability  to  read  scientific  French  and  German,  or  equivalent  language 

training. 

Piineipal  Lines  of  Promotion 

To:  Assistant  Fruit  and  Vegetable  ntilization  Technologist. 

Compensation  for  Qass 

Annual:  $180(H^ld2O^2040-^2160 


Title  of  Class: 

ASSISTANT     FRUIT     AND     VEGETABLE     UTILIZATION     TECH- 
NOLOGIST ^ 

Spociflcationfl  of  Class  1x0' 

Duties: 

To  perform,  under  supervision,  work  in  connection  with  investigations  and 
research  in  fruit  and  vegetable  preservation  and  utilization. 

Examples:  Comparing  values  of  different  varieties  of  fruits  and  vegetables 
for  canning  and  preserving  purposes;  determining  the  most  advantageous 
technique  for  securing  the  sterilization  of  food  products  with  minimum  change 
In  composition;  carrying  out  experiments  to  determine  the  value  of  new 
niethods  of  utilization  of  surplus  or  waste  materials;  reviewing  literature; 
writing  up  results. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  st&ndlng,  with  major  worli  In  botany  and  its 
applications,  or  in  home  economics,  with  special  emphasis  upon  chemistry  and 
physics;  at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to  read 
scientific  French  and  German,  or  equivalent  language  training. 

Principal  lines  of  Promotion 

From :  Junior  Fruit  and  Vegetable  Utilization  Technologist. 
To:  Associate  Fruit  and  Vegetable  Utilization  Technologist. 

Compensation  for  Class 

Annual:  $240(>-$252(M(2640-^2760-$2880-f3000 


Title  of  Class  : 

ASSOCIATE   FRUIT    AND    VEGETABLE    UTILIZATION    TECHNOL- 
OGIST ^-i  ': 

Specifications  of  Class  •' 

Duties: 

To  perform,  individually  or  In  consultation  with  superiors,  work  of  impor- 
tance in  connection  with  Investigations  or  research  In  fruit  and  vegetable 
preservation  and  utilization,  involving  substantive  responsibility,  and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  involving  the  determina- 
tion of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  its 
applications,  or  home  economics,  with  special  emphasis  upon  chemistry  and 
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physics;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  ability  to  read  sci- 
entific French  and  German,  or  equivalent  language  training;  and  ability  to 
carry  on  Independent  work. 

Principal  Lines  of  Promotion   " 

From :  Assistant  Fruit  and  Vegetable  Utilization  Technologist 
To :  Fruit  and  Vegetable  Utilization  Technologist 

Cbmpensation  for  Class 

Annual:  $3240-f336M3480-$360a-$3720-$3840 


TriLE  OF  Glass  : 

FRUIT  AND  VEGETABLE  UTILIZATION  TECHNOLO«ST  €\  q 

Specifications  of  Class  ^   ^^^* 

Duties: 

To  perform,  Individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  connection  with  Investigations  or  research  In  fruit  and  vegetable 
preservation  and  utilization;  to  plan  and  execute  research;  or  to  perform 
administrative  work  arising  In  connection  with  the  prosecution  of  such  activ- 
ities ;  to  propose,  and  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  botany  and  Its  ap- 
plications, or  home  economics,  with  special  emphasis  upon  chemistry  and 
physics;  at  least  three  years*  graduate  work,  or,  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  not  less  than  five 
years'  experience  In  the  successful  prosecution  or  administration  of  work  in 
fruit  and  vegetable  utilization,  or  related  activities;  ability  to  read  scientific 
French  and  German,  or  equivalent  language  training;  large  capacity  and 
proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Fruit  and  Vegetable  Utilization  Technologist 

Compensation  for  Class 

Annual:  $4140^32(>-$4500-$468(>-^48e0-$5040 


HORTICULTURE 


Title  of  Class: 

JUNIOR  HORTICULTURIST  1140 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  experlinental 
and  practical  horticulture ;  and  related  work  as  required. 

Examples:  Conducting  field  trials  according  to  plan;  making  crosses  and 
selections  for  the  Improvement  of  varieties;  carrying  out  variety  tests;  keep- 
ing records ;  taking  notes ;  drafting  reports  and  scientific  papers. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  horti- 
culture; and  ability  to  read  scientific  French,  German,  or  Spanish. 

Principal  Lines  of  Promotion 

To:  Assistant  Hortlailturist. 

Compensation  for  Class 

Annual:  $1800-«192M204(>-$2160 
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Tmj:  OF  Otjiss: 

ASSISTANT  HORTICULTURIST 

SpedficatioDB  of  CkuM  1  1  4  J 

Duties:  «  i^  Tt 

To  perform,  under  supervision,  scientific  work  In  experimental  and  practical 
horticulture,  and  related  work  as  required. 

Examples :  Making  comparative  studies  of  varietal  characters-  and  qualities 
of  vegetables;  developing  new  varieties;  determining  the  effects  of  various 
methods  of  culture  upon  yield  and  quality;  conducting  research  in  plant 
breeding  according  to  plan;  reviewing  literature;  keeping  records;  writing 
up  results. 

Qnalillcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  horti- 
culture ;  at  least  two  years' .  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  exi)erlence  regarded  as  its  full  equivalent;  and  ability  to 
read  French,  German,  or  Spanish. 

Principal  Lines  of  Promotion* 

From:  Junior  Horticulturist. 
To:  Associate  Horticulturist. 

Compensation  for  Qass 

Annual:  |2400^t2520-42e40-$2760-$288M3000 


Title  of  Glass: 

ASSOCIATE  HORTICULTURIST  f  1  A  9 

Specifications  of  Class  1  L  4  <^ 

Duties: 

To  perform,  independently  or  In  consultation  with  superiors,  work  of  Impor- 
tance in  horticulture,  involving  substantive  responsibility,  and  at  times  requir- 
ing the  exercise  of  supervisory  functions,  but  not  involving  the  determination 
of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  horticul- 
ture; not  less  than  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
French,  and  either  German  or  Spanish;  and  ability  to  carry  on  independent 
work. 

Principal  Lines  of  Promotion 

From:  Assistant  Horticulturist. 
To:  Horticulturist. 

Compensation  for  Class 

Annual:  $3240-$33e(K348a-|3e00-$372(H(3840 


Title  of-  Class  : 

HORTICULTURIST  ^   |j^ , 

Specifications  of  Class  1  1 4 « ) 

Dirties: 

To. perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  horticulture;  to  plan  and  execute  research;  or  to  perform  ad- 
ministrative work 'arising  in  connection  with  the  prosecution  of  such  activities; 
to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws  and 
regulations ;  and  to  carry  on  major  lines  of  related  work. 
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Training  equiyalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  horticul- 
ture ;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent;  not  less  than  five  years' 
experience  in  the  successful  prosecution  or  administration  of  work  in  horti- 
culture; ability  to  read  French,  and  either  German  or  Spanish;  large  capacity 
and  proven  proficiency. 

Principal  Lines  of  Ptomotion 

From:  Associate  Horticulturist 

To:  Senior  Horticulturist;  Assistant  Chief,  Bureau  of  Plant  Industry;  Chief, 
Bureau  of  Plant  Industry. 

Compensation  for  Class 

Annual:  $4140-^4820-«450(>-^680^$48e0-45040 


TrnjB  or  Ci^ass: 

SENIOR  HORTICULTURIST  .    1  1  4  4 

Spedficatlomi  of  CkuM 
Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  horticulture;  to  conduct 
difficult  research;  to  act  as  adviser  and  consulting  specialist  in  horticulture; 
and  to  perform  related  work  which  may  involve  the  administration  as  well 
as  the  prosecution  of  such  activities. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  aa 
Institution  of  recognized  standing,  with  major  work  in  botany  and  horticulture; 
at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten  years* 
experience  in  the  successful  prosecution  or  administration  of  work  in  horti- 
culture, involving  the  exercise  of  substantive  responsibility ;  conspicuous  ability 
proved  by  achievement  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Horticulturist. 

To:  Assistant  Chief,  Bureau  of  Plant  Industry;  Chief,  Bureau  of  Plant  In- 
dustry. 

Compensation  for  Qass 

♦    •    ♦ 


HUSBANDRY,  ANIMAL 


Title  of  Class: 

JUNIOR  ANIMAL  HUSBANDMAN 

Specifications  of  Class  ri  i  ^ !' 

Duties: 

Under  immediate  supervision,  to  perform  scientific  work  in  experimental  and 
practical  animal  husbandry,  and  in  stimulating  the  adoption  of  improved 
grades  of  stock  and  better  methods  in  animal  husbandry ;  and  to  perform  related 
work  as  required. 

Examples:  Carrying  out  feeding  experiments  according  to  plan;  answerlnj 
correspondence;  assisting  in  the  conduct  of  trials;  giving  information  regard- 
ing feeding  and  housing  of  stock ;  reviewing  literature ;  keeping  records. 
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Qnalificatiomi: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  animal  husbandry; 
aDd  ability  to  read  scientific  French  or  German,  or  equivalent  language  train- 
ing. 

Principal  Lines  of  Ptomotiini 

To:  Assistant  Animal  Husbandman. 

Compensation  for  Class 

Annual :  $1800-«192M2040-f  2160 


Name  of  Gbottp  of  Glasses  : 
ASSISTANT  ANIMAL  HUSBANDMAN 

TiTL£8  OF  Typioal  Classbs  IN  Gboxtp  : 

Assistant  Animal  Husbandman  (Cattle) 
Assistant  Animal  Hnsbandman  (Pooltry) 
Assistant  Animal  Hosbandman  (Swine) 

Specifications  of  Classes  in  Group  1  1  4  K 

Duties:  .  x  i^-xw 

Under  supervision,  to  perform  scientific  work  in  experimental  and  practical 
animal  husbandry  and  in  stimulating  the  adoption  of  improved  grades  of  stock 
and  better  methods  of  animal  husbandry;  and  to  perform  related  work  as 
required. 

Examples:  Keeping  detailed  records  of  experiments  in  animal  breeding; 
gathering  information  regarding  animal  husbandry  matters;  advising  regard- 
ing stock  and  methods  of  housing  and  feeding;  assisting  in  the  conduct  of 
research ;  preparing  bulletins ;  reviewing  scientific  papers ;  giving  lectures. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  animal  husbandry ; 
at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent;  and  ability  to  read  scientific 
French  and  German,  or  equivalent  language  training. 

Spedal  Qualifications: 

For  each  class  in  the  group,  special  training  or  experience  in  a  designated 
kind  of  stock,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Junior  Animal  Husbandman. 
To:  Associate  Animal  Husbandman. 

Compensation  for  Classes  in  Group 

Annual:  $240M252(M264(Vn$27ea42880-43000 


Name  of  Group  of  Classes  : 
ASSOCIATE  ANIMAL  HUSBANDMAN 

Titles  of  Typical  Classes  in  Gbottp  : 

Associate  Animal  Husbandman  (Cattle) 
Associate  Animal  Husbandman  (Poultry) 


Animal  Husbandman  (Swine)  f  i  A*V 


Specifications  of  Classes  in  Group 
Duties: 

To  i)erform,  individually  or  in  consultation  with  superiors,  work  of  Im- 
portance in  experimental  and  practical  animal  husbandry,  and  In  stimulating 
the  adoption  of  improved  grades  of  stock  and  better  methods  in  animal  hus- 
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bandry,  involving  substantive  responsibility,  and  at  times  requiring  the  exer- 
cise of  supervisory  functions,  but  not  involving  the  determination  of  policies. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing,  with  major  wopk  in  animal  husbandry; 
at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent;  ability  to  read  sdenti^ 
French  and  German,  or  equivalent  language  training;  and  ability  to  carry  on 
independent  work. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  or  experience  in  a  designated 
kind  of  stock,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant  Animal  Husbandman. 
To:  Animal  Husbandman. 

Compensation  for  Classed  in  Group 

Annual:  $324O-«336O-$34S(M3600-«372(K34S0 


Titles  of  Typical  Classes  in  Groups  : 
ANIMAL  HUSBANDMAN 

Titles  of  Typical  Classes  in  Gbottfs  : 

Animal  Husbandman  (Cattle) 

Animal  Husbandman  (Poultry) 

Animal  Husbandman  (Swine)  i  i  vf  O 

*  Specifications  of  Classes  in  Group 

Duties: 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  experimental  and  practical  animal  husbandry;  to  plan  and 
execute  research ;  or  to  perform  administrative  work  arising  In  connection  with 
the  prosecution  of  such  activities ;  to  propose  and,  in  some  cases,  to  determine 
policies  under  existing  laws  and  regulations ;  and  to  direct  extension  actlTlties, 
or  to  conduct  other  major  lines  of  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  animal  husbandry;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  not  less  than  five  years*  experiaice 
in  the  successful  prosecution  or  administration  of  work  in  animal  hu^andry; 
ability  to  read  scientific  French  and  German,  or  equivalent  language  training; 
large  capacity  and  proven  proficiency. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  or  experience  In  a  designated 
kind  of  stock,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Associate  Animal  Husbandman. 

To :  Senior  Animal  Husbandman ;  Assistant  Chief,  Bureau  of  Animal  Industry. 

Compensation  for  (Classes  in  Group 

Annual:  $4140-|482O-f4500-^4680-$48e0^$604O 
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Title  or  Glass  : 

SENIOR  ANIMAL  HUSBANDMAN  1  1  /I  0 

Specifications  of  Class  '  i  1^^ 

Duties: 

To  carry  out  the  most  advanced  lines  of  work  in  experimental  and  practical 
animal  husbandry ;  to  conduct  difficult  research ;  to  act  as  advisor  and  consult- 
ing specialist  in  animal  husbandry ;  and  to  perform  related  work  which  may 
involve  the  administration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  animal  husbandry;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  not  less  than  ten  years*  experience 
in  the  successful  prosecution  or  administration  of  work  in  animal  husbandry, 
Involving  the  exercise  of  substantive  responsibility ;  conspicuous  ability  proved 
by  achievement ;  and  scientific  maturity. 

Piineipal  Lines  of  Promotion 

From:  Animal  Husbandman;  Dairy  Husbandman. 

To:  Chief,  Bureau  of  Animal  Industry;  Assistant  Chief,  Bureau  of  Animal 
Industry. 

Compensation  for  Class 


Tnu:  or  Class: 

ASSISTANT  CHIEF,  BUREAU  OF  ANIMAL  INDUSTRY 

Spodficatiomi  of  CkuM  I  Li)\) 

Dnties: 

To  aid  the  Chief  of  the  Bureau  of  Animal  Industry  In  the  administration  of 
the  activities  of  the  Bureau ;  to  serve  on  special  boards  and  committees ;  per- 
sonally to  conduct  special  lines  of  work  when  necessary ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  animal  husbandry  and 
agriculture ;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  research  experience 
in  animal  husbandry  and  economic  animal  industry  problems ;  and  not  less  than 
five  years'  e3n;>erience  in  the  administration  of  research  work. 

Principal  Unes  of  Promotion 

From :  Senior  Animal  Husbandman ;  Animal  Husbandman ;  Daliy  Husbandman. 
To:  Chief,  Bureau  of  Animal  Industry. 

Compensation  for  CUaa 


HUSBANDRY,  DAIRY 


Title  or  Ciass  : 

JUNIOR  DAIRY  HUSBANDMAN  {  [51 

Spodficatiomi  of  Class 
Duties: 

Under  immediate  supervision,  to  perform  sdentlflc  work  in  experimental  and 
practical  dairy  husbandry,  and  in  stimulating  the  adoption  of  improved  grades 
of  dairy  animals  and  better  methods  in  dairy  husbandry;  and  to  perform 
related  work  as  required. 
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Examples :  Assisting  in  experiments  to  determine  facts  regarding  inheritance 
of  desirable  or  undesirable  qualities  in  dairy  animals;  compiling  data  from 
official  registration  books ;  answering  correspondence  regarding  breeds  of  dairy 
cattle  and  their  management,  methods  of  feeding,  silage,  and  feeds;  keeping 
records ;  reviewing  literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  dairy  husbandry;  and 
ability  to  read  scientific  French  or  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To:  Assistant  Dairy  Husbandman. 

Compensation  for  Qass 

Annual:  $1800-^1920-$2(>40-f2160 


Tttlb  of  Glass  :  . 

ASSISTANT  DAIRY  HUSBANDMAN  J  1 5  2 


of  CkuM 
Duties; 

Under  8Ui)ervision,  to  perform  scientific  work  in  exx)erimental  and  practical 
dairy  husbandry,  and  in  stimulating  the  adoption  of  Improved  grades  of  dairy 
animals  and  better  methods  in  dairy  husbandry ;  and  to  perform  related  work 
as  required. 

Examples:  Assisting  in  studies  to  determine  breeding  ability,  inheritance, 
and  prepotency  of  dairy  animals;  studying  methods  of  housing  and  feeding; 
giving  information  and  advice  on  methods  of  handling  dairy  animals ;  making 
abstracts  from  scientific  papers;  keeping  records;  writing  up  results. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  dairy  husbandry;  at 
least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  and  ability  to  read  scientific  French 
and  German,  or  equivalent'  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Dairy  Husbandman. 
To :  Associate  Dairy  Husbandman. 

Compensation  for  Class 

Annual:  $2400-f2520^264(K2760-«288a.4dOOO 


Title  of  Class: 

ASSOCIATE  DAIRY  HUSBANDMAN  1  1  ^  Q 

Speeifieatiomi  of  CkuM  i  A  «^  ^ 

Duties:  « 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  impo^ 
tance  lu  experimental  and  practical  dairy  husbandry,  and  in  stimulating  the 
adoption  of  improved  grades  of  dairy  animals  and  better  methods  in  dairy  hus^ 
bandry,  involving  substantive  responsibility,  and  at  times  requiring  the  exercise 
of  supervisory  functions,  but  not  involving  the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  dairy  husbandry; 
at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent ;  ability  to  read  scientific  French 
and  German,  or  equivalent  language  training;  and  ability  to  carry  on  inde* 
I>endent  work. 
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Principal  Lines  of  Promotion 

From :  Assistant  Dairy  Hnsbandxnan. 
To :  Dairy  Husbandman. 

Compensation  for  Class 

Annual:  $3240-$83e(>-48480-|8000-$8720-|S840 


TiTLB  OF  Class  : 

DAIRY  HUSBANDMAN 


1154 


Specifications  of  Class 
Duties: 

To  perform,  IndiTldnally  or  with  associates  or  subordinates,  work  of  major 
Importance  in  experimental  and  practical  dairy  husbandry,  and  In  stimulating 
the  adoption  of  improved  grades  of  dairy  animals  and  better  methods  in  dairy 
husbandry;  to  plan  and  execute  research,  or  to  perform  administrative  work 
arlfldng  in  connection  with  the  prosecution  of  sudi  activities;  to  propose  and,  in 
some  cases,  to  determine  policies  under  existing  laws  and  regulations;  and  to 
direct  extension  activities,  or  to  conduct  other  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from  an 
iDstitution  of  recognized  standing,  with  major  work  in  dairy  husbandry;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  not  less  than  five  years'  experience 
in  the  successful  prosecution  or  administration  of  work  in  dairy  husbandry; 
ability  to  read  Fr^ich  and  German,  or  equivalent  language  training;  large 
capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Dairy  Husbandman. 

To :  Senior  Animal  Husbandman ;  Assistant  Chief,  Bureau  of  Animal  Industry. 

Compensation  for  Oass 

Annual :  $414O-$4320-$4500^$4680-¥4860-|5040 


LABORATORY  AND  FIELD  ASSISTANTS 


IW 


TmjB  or  Class: 

JUNIOR  LABORATORT  AID 

Specifications  of  Class  J  I  «J  0 

Duties: 

To  perform,  under  immediate  supervision,  routine  work  in  a  laboratory  aris- 
ing in  connection  with  scientific  activities  contributory  to  the  development  of 
agriculture  or  the  promotion  of  public  health. 

Examples :  Oaring  for  apparatus ;  preparing  solutions ;  making  culture  media ; 
mounting  specimens;  dehydrating  and  infiltrating  specimens  for  histological 
study ;  assisting  in  routine  and  special  procedures. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
a  course  in  chemistry  or  physics  and  a  course  in  some  line  of  applied  biology. 

Principal  Lines  of  Promotion 

To :  Laboratory  Aid ;  Laboratory  and  Field  A1d« 

Compensation  for  Class 

Annual:  |840-9900-$960-^102(>-|1080-$1140^1200 
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Title  of  Clas^: 

JUNIOR  LABORATORY-  AND  FIELD  AID  1  i  r  n 

.    Specifications  of  Class  ^  L0\) 

^Duties: 

To  perform,  under  general  supervision,  general  laboratory  and  field  work 
arising  in  connection  with  the  scientific  activities  contributory  to  the  develop- 
cnent  of  agriculture. 

Examples:  Caring  for  experimental  plants,  animals,  and  materials;  prepar- 
ing culture  media  and  stock  solutions;  mounting  specimens;  cleaning  Instru- 
inents  and  apparatus ;  taking  notes ;  keeping  records ;  assisting  in  routine  and 
special  procedures. 

•Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
lilgh  school  of  recognized  standing;  or  graduation  from  high  school,  with 
<?ourses  in  two  of  the  three  subjects,  chemistry,,  physics,  and  some  line  of  ap- 
plied biology ;  and  practical  knowledge  of  the  elements  of  farm  practice. 

Principal  Lines  of  Promotion 

To :  Laboratory  and  Field  Aid ;  Laboratory  Aid ;  Field  Aid  in  Spraying. 

Compensation  for  Class 
Annual:  $840^900-f9eM1020-^lQ8M1140-«1200 


J 155' 


TmjB  OF  Class: 
UkBORATORT  AID 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  assigned  laboratory  work  of  a  scientific  or 
«emiscientific  character  in  connection  with  activities  contributory  to  the  de- 
-velopment  of  agriculture  or  the  promotion  of  public  health. 

Examples :  Making  routine  analyses ;  imbedding  and  cutting  sections ;  trans- 
ferring cultures;  examining  excreta;  preparing  diets  for  animals  under  ex- 
periment ;  acting  as  general  assistant  in  routine  or  special  procedures. 

•Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  with 
4i  course  in  chemistry  or  physics  and  a  course  in  some  line  of  biology ;  and  not 
less  than  three  years*  experience  as  Junior  Laboratory  Aid,  or  tour  years* 
experience  in  similar  work. 

Principal  Lines  of  Promotion 

From:  Junior  Laboratory  Aid;  Junior  Laboratory  and  Field  Aid. 

Compensation  for  Class 
Annual:  $1200-|1320-|144a41560-$1680^1800 


TrTLE  OP  Class: 

UIBORATORT  AND  FIELD  AID 

Specifications  of  Class  '     1158 

Duties: 

To  perform,  under  supervision,  assigned  work  of  a  scientific  or  semisdentific 
•character  in  the  field  or  the  laboratory,  in  connection  with  activities  contribu- 
tory to  the  development  of  agriculture. 

Examples:  Planting,  caring  for,  and  harvesting  experimental  plots;  caring 
for  experimental  animals;  taking  notes;  performing  routine  analyses;  pre- 
paring media  and  solutions;  making  culture  transfers;  helping  in  trials  and 
experiments ;  acting  as  general  assistant  in  routine  or  special  procedure. 
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Qnalifioitioiui: 

Training  equivalent  to  that  represented  by  graduation  from  an  agricultural 
high  school  of  recognized  standing;  or  graduation  from  high  school,  witb 
courses  in  two  of  the  three  subjects,  chemistry,  physics,  and  some  line  of  ap- 
plied biology;  not  less  than  three  years*  experience  as  Junior  Laboratory  and 
Field  Aid,  or  four  years'  experience  in  similar  work ;  and  practical  knowledge  ot 
the  elements  of  farm  practice. 

Principal  lines  of  Promotion 

From :  Junior  Laboratory  and  Field  Aid ;  Junior  Laboratory  Aid. 
To :  Field  Aid  in  Spraying. 

Compensation  for  Class 

Annual:  $120(>4182(M144Ml560-91680-fl800 


TrcLK  car  Class: 

FIELD  AID  IN  SPRAYING 

Spedllcaaons  of  Class  1150 

Duties: 

Under  direction,  to  lay  out  orchard  spraying  and  demonstration  experfment» 
according  to  plans  furnished ;  to  apply  the  treatments;  to  keep  accurate  records 
of  work  done  and  of  the  results  secured ;  to  do  eradication  work ;  to  assist  anc^ 
advise  growers  on  spraying,  eradication,  and  other  control  work  in  orchards^, 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  experience  in  practical  orchard  management  ands 
spraying ;  ability  to  keep  accurate  scientific  records ;  and  good  address. 

Principal  lines  of  Promotion 

From:  Junior  Laboratory  and  Field  Aid;  Laboratory  and  Field  Aid. 

Compensation  for  Class 
Annual :  $120(>-$182(M144(>-$1560-9168M1800 


Title  of  Class  : 

JUNIOR  PREPARATOR  . 

Specifications  of  Class  i  I  U I  j 

Duties: 

To  perform,  under  immediate  supervision,  general  routine  work  in  connection* 
with  activities  contributory  to  the  development  of  scientific  and  economic 
biology. 

Examples:  Caring  for  instruments  and  apparatus;  preparing  specimens  for 
study;  maldng  microscopic  mounts;  preparing  museum  qpiecimens ;. carrying  out 
routine  procedures. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  sohoel.wltlr 
courses  In  zoology  and  entomology. 

Principal  Lines  of  Promotion 

To:  Preparator. 

Compensation  for  Oass 

Annual :  $84a-$900-$96(>-$102()-<108a-$1140-$1200 
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TiTLB  OF  Class  : 
PREPARATOR 

Spedfloitioiui  of  Class  1161 

Duties: 

To  perform,  under  supervision,  assigned  work  of  a  scientific  or  semlsdentlflc 
character  in  the  field  or  laboratory  In  connection  with  actiyltles  contributory 
to  the  development  of  scientific  and  economic  biology. 

Examples:  Embedding  and  cutting  sections;  mounting  insects;  caring  for 
museum  collections;  preparing  specimens  for  study;  making  measurements; 
tracing  drawings. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  with 
courses  in  zoology  and  entomology;  and  not  less  than  three  years'  experience 
as  Junior  Preparator,  or  four  years'  experience  in  similar  work. 

Principal  Lines  of  Promotion 

From :  Junior  Preparator. 

Compensation  for  Class 

Annual:  $1200-^132041440-^1560-41680^800 


MICROANALYSIS 


TrrLE  OF  Class: 

JUNIOR  MICBOANALYST  .    t  1  f •  O 

Specifications  of  Class  1  1  0<i 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  connection  with 
the  microscopical  analysis  of  foods,  drugs,  and  other  products,  and  the  enforce- 
ment of  the  food  and  drugs  act ;  and  to  perform  related  work  as  required. 

Examples:  Making  routine  microscopical  examinations  of  material  to  de- 
termine the  Identity  of  components.  Including  adulterants,  fillers,  and  other 
foreign  matter;  studying  raw  materials,  factory  processes,  and  finished  prod- 
ucts, for  the  purpose  of  securing  information  for  use  in  microanalyses;  keep- 
ing records;  reviewing  literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  Institution  of  recognized  standing,  with  courses  in  botany,  plant  morphology, 
and  histology ;  and  ability  to  read  scientific  French  or  German. 

Principal  lines  of  Promotion 

To:  Assistant  Microanalyst. 

Compensation  for  Oass 

Annual:  $1800-*192O-*204O-f2160 


Trrus  or  Class: 

ASSISTANT  MICROANALYST  UPS 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  In  connection  with  the  micro- 
scopical analysis  of  foods,  drugs,  and  other  products,  and  the  enforcement  of 
the  food  and  drugs  act ;  and  to  perform  related  work  as  required. 

Examples:  Making  microscopical  examination  of  foods,  spices,  and  other 
materials  to  determine  the  identity  of  components,  to  detect  the  presence  of 
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decomposition,  or  to  determine  the  degree  thereof ;  making  reports  on  material 
examined;  appearing  as  witness  in  court;  writing  reports;  reviewing  litera- 
ture; keeping  records. 

Quilifiaitioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  courses  in  botany,  plant  morphology, 
and  histology ;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to  read 
scientific  French  and  German,  or  equivalent  language  training. 

Principal  LiiiM  of  Promotion 

From:  Junior  Biicroanalyst. 
To:  Associate  Biicroanalyst 

Compensation  for  Chum 

Annual:  $240042520-«2640-t27eO^|2880H|SOOO 


Tttle  of  Glass: 

ASSOCIATE  MICROANALTST 

Speciflcations  of  Class  ;  i  1  D  4 

Dnties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  impor- 
tance in  connection  with  the  microscopical  analysis  of  foods,  drugs,  and  other 
products,  and  the  enforcement  of  the  food  and  drugs  act,  involving  substantive 
responsibility,  and  at  times  requiring  the  exercise  of  supervisory  functions, 
but  not  involving  the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  cours^  in  botany,  plant  morphology, 
and  histology;  at  least  three  years*  graduate  work,  or,  in  the  absence  of 
graduate  work,  practical  experience  regarded  as  its  full  equivalent;  ability 
to  read  scientific  French  or  German,  or  equivalent  language  training;  and 
ability  to  carry  on  independent  work. 

Principal  lines  of  Promotion 

From :  Assistant  Microanalyst. 
To:  Microanalyst 

Compensation  for  CUuw 

Annual:  |d24O-$8S60-|848O-«3e0(>-$8720-|8840 


TrrLB  OF  Class: 

MICROANALTST  •    1165 

Spocificntions  of  Class 
Duties: 

To  perform,  independently  or  with  associates  or  through  subordinates,  work 
of  major  importance  in  connection  with  the  microscopical  analysis  of  foods, 
drugs,  and  other  products,  and  the  enforcement  of  the  food  and  drugs  act; 
to  plan  and  execute  research  or  to  perform  administrative  work  arising  in 
connection  with  the  prosecution  of  such  activities;  to  propose  and,  in  some 
cases,  to  determine  policies  under  existing  laws  and  regulations;  and  to  carry 
on  major  lines  of  related  work. 

Qualificntions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  with  major  work  in  botany,  plant  mor- 
phology, and  histology ;  at  least  three  years*  graduate  work,  or,  in  the  absence 
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of  graduate  work,  practical  experience  regarded  as  Its  full  equlvaleut;  not 
less  than  five  years*  experience  In  the  successful  prosecution  or  administration 
of  work  in  microanalysis;  ability  to  read  scientific  French  and  German,  or 
equivalent  language  training;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Microanalyst. 
To:  Senior  Microanalyst. 

Compensation  for  Oasa 

Annual:  $4140-44S20-^500-$4680-$486(H$5040 


Title  of  Glass: 

SENIOR  MICROANALYST  1  1  f  P 

SpeciilcationB  of  Class  • 
Ihities: 

To  carry  on  the  most  advanced  lines  of  work  in  connection  with  the  micro- 
scopical analysis  of  foods,  drugs,  and  other  products,  and  the  enforcemoit  of 
the  food  and  drugs  act;  to  conduct  difficult  research;  to  act  as  advisor  and 
consulting  specialist  in  microanalysis ;  and  to  perform  related  work  which  may 
involve  the  i^dministration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  plant 
morphology,  and  histology;  at  least  three  years'  graduate  work,  or,  in  the 
absence  of  graduate  work,  practical  exi)erience  regarded  as  its  full  equivalent; 
not  less  than  ten  years'  experience  in  the  successful  prosecution  or  administra- 
tion of  work  in  microanalysis,  requiring  the  exercise  of  substantive  reqpoo- 
slbility;  conspicuous  ability  proved  by  achievement;  and  scientific  maturi^. 

Principal  Lines  of  Promotion 

From:  Microanalyst 

Compensation  for  Oass 

*     *     • 


MICROBIOLOGY 

Title  op  Class: 

JUNIOR  MICROBIOLOGIST  ]  1  f>  7 

Specifieations  of  Class 
Duties: 

Under  immediate  supervision,  to  perform  scientific  work  in  microbiology  1b 
relation  to  processes  of  preservation  and  decomposition  and  to  the  enforcemeDt 
of  the  food  and  drugs  act ;  and  to  perform  related  work  as  required. 

Examples :  Studying  the  mold  fiora  of  foods ;  identifying  fungi  and  bacteria 
isolated  from  fermented  products  and  studying  their  specific  action  on  special 
substances;  reviewing  literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany,  mycology, 
and  bacteriology;  and  ability  to  read  scientific  French  or  German. 

Principal  Lines  of  Promotion 

To:  Assistant  Microbiologist. 

Compensation  for  Class 

Annual:  $180O-$192M204M2ie0 
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TmjE  OF  Glass: 

ASSISTANT  mCROBIOLOGIST  1  1  /•  W 

Spedilcatloiis  of  Class  ^  ^  '^  ^ 

Duties: 

To  perform,  under  supervision,  sdentiflc  work  in  microbiology  in  relation  to 
processes  of  pi^servatlon  and  decomposition  and  to  the  enforcement  of  the  food 
and  drugs  act ;  and  to  perform  related  work  as  required. 

Examples:  Isolating,  identifying,  and  studying  organisms  occurring  in  the 
decomposition  of  textiles,  leather,  and  other  materials ;  growing  fungi  for  use 
in  chemical  studies  of  by-products ;  studying  the  biological  agents  involved  in 
curing  processes;  giving  testimony  in  court  on  technical  subjects,  reviewing 
scientific  papers;  keeping  records;  writing  reports. 

Qualifieatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
iustitutlon  of  recognized  standing,  with  major  work  In  botany,  mycology,  and 
bacteriplogy ;  at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  and  ability  to  read 
sdentiflc  French  and  German,  or  equivalent  language  training. 

Principal  lines  of  Promotion 

From :  Junior  Microbiologist. 
To:  Associate  Microbiologist. 

Compensation  for  Oaas 
Annual:  |2400-|252a-|a640-^760^288(>48000 


Title  of  Class  : 

ASSOCIATE  MICROBIOLOGIST  j  ^  i*  (i 

Spedfieations  of  Class 
Duties: 

To  perform,  individually  or  In  consultation  with  superiors,  scientific  work 
of  imi>ortance  In  mlcrobioiogy  in  relation  to  processes  of  preservation  and  de- 
composition and  to  the  enforcement  of  the  food  and  drugs  act,  involving  sub- 
stantive responsibility,  and  at  times  requiring  the  exercise  of  supervisory  func- 
tions, but  not  involving  the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany,  mycology, 
and  bacteriology;  at  least  three  years'  graduate  work,  or,  in  the  absence  of 
graduate  work,  practical  experience  regarded  as  its  full  equivalent ;  ability  to 
read  scientific  French  and  German,  or  equivalent  language  training ;  and  ability 
to  carry  on  independent  work. 

Principal  Lines  of  Promotion 

From :  Assistant  Microbiologist 
To:  Microbiologist 

Compensation  for  Oaas 

Annual:  |324O-«S36(M348(M36OO-^72O-^a840 


Title  of  Class  : 

MICROBIOLOGIST  1  1  ^  /\ 

Specifications  of  Class  1 1  <  i/ 

Duties: 

To  perform,  independently  or  with  associates  or  through  subordinates,  scien- 
tific work  of  major  Importance  in  microbiology  in  relation  to  processes  of  pres- 
ervation and  decomposition  and  to  the  enforcement  of  the  food  and  druga 
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act;  to  plan  and  execute  research,  or  to  perform  admlnlstratlye  work  arisiDg 
in  connection  with  the  prosecution  of  such  activities;  to  propose  and,  in  some 
cases,  to  determine  policies  under  existing  laws  and  regulations;  and  to  carry 
on  major  lines  of  related  work. 

Qualiflcationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  mycology, 
and  bacteriology;  at  least  three  years*  graduate  work,  or.  In  the  absence  of 
graduate  work,  practical  experience  regarded  as  Its  full  equivalent;  not  less 
than  five  years*  experience  in  the  successful  prosecution  or  administration  of 
work  In  microbiology ;  ability  to  read  scientific  French  and  German,  or  equiva- 
lent language  training ;  large  capacity  and  proven  profidency. 

Principal  tines  of  Promotion 

From :  Associate  Microbiologist. 
To:  Senior  Microbiologist. 

Compensation  for  Class 

Annual:  |4140-«4320-$4500-44e8a4486(X46040 


TiTLB  OF  Glass: 

SENIOR  MICROBIOLOGIST  1171 

Spedllaitions  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  In  microbiology;  to  conduct 
difficult  research;  to  act  as  advisor  and  consulting  specialist;  and  to  perform 
related  work  which  may  Involve  the  administration  as  well  as  the  prosecation 
of  such  activities. 

Qualifleations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  microbiology;  at 
least  three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent ;  not  less  than  ten  years*  experience  in 
the  successful  prosecution  or  administration  of  work  in  microbiology,  invoiviag 
the  exercise  of  substantive  responsibility;  conspicuous  ability  proved  by 
achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Microbiologist 

Compensation  for  Class 

*     *     * 


MtlSEUM  HISTORY 


Title  of  Class  : 

ASSISTANT  MUSEUM  HISTORIAN  1172 

Specifications  of  Class  f 

Duties: 

Under  supervision,  to  perform  scientific  and  related  work  In  museum  history 
and  the  care  of  collections. 

Examples:  Recording  accessions;  verifying  Information  furnished  by  donors 
or  lenders  of  specimens ;  preparing  labels ;  doing  research  work ;  preparing  re- 
ports on  assigned  subjects  or  materials;  collecting  data  on  historical  subjects 
referred  to  the  division. 
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QnaHfioitioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  history;  at  least 
two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent ;  ability  to  read  scientific  French  and 
German,  or  equivalent  language  training. 

Principal  lAnm  of  Promotion 

To:  Museum  Historian. 

Compensation  for  Class 

Annual:  $2400-92520-^264042760-12880-18000 


Tttls  oV  Ciass: 

MUSEUM  HISTORIAN  ,    '117'^ 

Spedfieations  of  Class 
Duties: 

To  perform,  indiTidually  or  with  associates  or  subordinates,  work  of  major 
importance  in  museum  history;  to  care  for  collections;  to  plan  and  execute 
research,  or  to  perform  administrative  work  arising  in  connection  with  such 
activities,  to  propose  and,  in  some  cases,  to  determine  policies  under  existing 
laws,  and  regulations;  and  carry  on  major  lines  of  related  work. 

QtuJificntions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  history;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
exi)erience  regarded  as  its  full  equivalent;  not  less  than  five  years'  experience 
in  the  successful  prosecution  or  administration  of  work  in  museum  history; 
ability  to  read  Trench  and  German,  or  equivalent  language  training ;  familiarity 
with  the  field  of  museum  history ;  large  capacity  and  proven  proficiency. 

Principal  lines  of  Promotion 

From:  Assistant  Museum  Historian. 

Compensation  for  Oase 

Annual :  $3240-$336O-f3480-$360O^720^|384« 


MYCOLOGY 


Title  of  Class: 

JUNIOR  MYCOLOGIST  ^, 

Specifications  of  Class  11/4 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  In  tne  classification 
and  identification  of  fungi  and  the  maintenance  of  herbariums ;  and  to  perform 
related  work  as  required. 

Examples:  Identifying  common  types  of  fungi  and  furnishing  information 
regarding  their  occurrence  and  economic  importance;  preparing  specimens  and 
placing  them  in  the  herbariums ;  determining  synonyms ;  reviewing  and  abstract- 
ing mycological  literature  and  comparing  descriptions. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  botany  and  mycology; 
and  ability  to  read  scientific  German. 

Principal  Lines  of  Promotion 

To:  Assistant  Mycologist. 

Compensation  for  Oass 

Annual:  |1800-¥1920-|2040-$2160 
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Title  of  Class: 

ASSISTANT  MYCOLOGIST  M  "^  ^ 

Specifications  of  Class  .  1 1  •  tj 

Duties: 

To  perform,  under  supervision,  scientific  work  in  connection  with  the  classN 
fication  and  identification  of  fungi  and  the  maintenance  of  herbariums ;  and  to 
perform  related  work  as  required. 

Examples:  Making  identifications  of  fungi  presenting  average  difficulty;  pre- 
paring keys  in  accordance  with  established  outlines ;  placing  material  aocording 
to  the  herbarium  classification ;  translating  descriptions ;  verifying  labels ;  ab- 
stracting literature. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  mycology; 
at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practioi]: 
experience  regarded  as  its  full  equivalent ;  ability  to  read  scientific  German  and 
to  translate  Latin  descriptions. 

Principal  Lines  of  Promotion 

From :  Junior  Mycologist. 
To :  Associate  Mycologist 

Compensation  for  Oass 

Annual :  $2400-4252(>-$264O^276M288M3000 


Title  of  Class: 

ASSOCIATE  MYCOLOGIST  ^  ^ 

Specifications  of  Class  I  1  /  0 

Duties: 

To  perform,  independently  or  in  consultation  with  superiors,  work  of  im- 
portance in  connection  with  the  classification  and  identification  of  fungi  and  tbe 
maintenance  of  herbariums,  involving  substantive  responsibility,  and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  involving  the  determina- 
tion of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  mycology; 
at  least  thr6e  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent ;  ability  to  translate  Latin  de- 
scriptions and  to  read  scientific  German,  and  either  French  or  Spanish. 

Principal  Lines  of  Promotion 

From:  Assistant  Mycologist 
To:  Mycologist 

Compensation  for  Oass 

Annual:  $324O-$336O-|348O-$3e00-$S72(H384O 


TiTE  OF  Class  : 

MYCOLOGIST  f  i  ^  *^ 

Specifications  of  Class  i  1  /  / 

•Dnties: 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  im- 
portance  in  connection  with  the  classification  and  identification  of  fungi  and 
the  maintenance  of  herbariums;  to  plan  and  execute  research,  or  to  perform 
administrative  work  arising  In  the  prosecution  of  such  activities;  to  propose 
and,  in  some  cases,  to  determine  policies  under  existing  laws  and  regulations: 
and  to  carry  on  major  lines  of  related  work. 
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QwlHi  qitJons ; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  mycology ; 
at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent;  not  less  than  five  years'  ex- 
perience in  the  successful  prosecution  or  administration  of  work  in  mycology; 
ability  to  translate  Latin  descriptions  and  to  read  scientific  German,  Frmich, 
or  Spanish ;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

Prom :  Associate  Mycologist. 
To:  Senior  Mycologist. 

Compensation  for  Class 
Annual :  1414044320-440004^^68044860-95040 


Trruc  of  Glass  : 
SENIOR  MYCOLOGIST 

Speeificationa  of  Class  1178 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  mycology;  to  conduct  diffi- 
cult research;  to  act  as  advisor  and  consulting  specialist  in  mycology;  and 
to  perform  related  work  which  may  involve  the  administration  as  well  as  the 
prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  botany  and  mycology; 
at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten  years' 
experience  in  the  successful  prosecution  or  administration  of  work  in  mycology 
involving  substantive  responsibility;  conspicuous  ability  proved  by  achieve- 
ment; and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Mycologist 

Compensation  for  Oaas 

TrrusL  of  Class  : 


NBMATOLOGT 


JUNIOR  NEMAT0L06IST 

Specifications  of  Class  1  1 7  i ) 

Daties; 

To  perform,  under  immediate  supervision,  scientific  work  in  connection  with 
the  study  and  classification  of  nematodes,  and  related  work  as  required. 

Examples:  Examining  plant  roots  and  soils  and  similar  material  for  the 
presence  of  nematodes;  preparing  material  for  examination;  preparation  of 
cultural  media;  caring  for  nematode  cultures;  making  drawings;  computing 
nematode  formuUe ;  keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institutton  of  recognized  standing,  with  major  work  in  biology ;  and  ability 
to  read  scientific  French  or  German. 
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PrineiiMd  Lines  of  Promotion 

To :  Assistant  Nematologlst. 

Compensation  for  Oass 

Annual:  $1800-fL92M204(>-|2100 


Title  of  Class  : 

ASSISTANT  NEMATOLOGIST  1  1  RO 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  worlc  in  connection  with  tlie  study 
and  classification  of  nematodes,  and  related  work  as  required. 

Examples:  Making  measurements  of  nematodes;  preparing  camera  ludda 
drawings;  computing  formulae;  identifying  nematodes,  preparing  keys,  review- 
ing literature;  preparing  photographs  and  other  permanent  records;  writing 
up  results. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  biology;  at  least  two 
years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent ;  and  ability  to  read  scientific  Fr^ich  and  Ger- 
man, or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Nematologlst. 
To:  Associate  Nematologlst. 

Compensation  for  Oass 

Annual:  $2400-42520-|264a-$276M2S80-^3000 

Title  of  Class: 

ASSOCIATE  NEMATOLOGIST 

Specifications  of  Class  '  1 1 0 1 

Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  impor- 
tance in  nematology,  involving  substantive  responsibility,  and  at  times  requir- 
ing the  exercise  of  supervisory  functions,  but  not  Involving  the  determination  of 
policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  biology ;  at  least  three 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent ;  and  ability  to  read  scientific  French  and  German, 
or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Assistant  Nematologlst 
To :  Nematologlst  and  Technologist. 

Compensation  for  Class 

Annual:  $324a-$3360-^480-^S60a-¥372(X43840 


Title  or  Class: 

NEMATOLOGIST  AND  TECHNOLOGIST 

Specifications  of  Class  1 1 0  ^ 

Duties: 

To  perform,  Individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  systematic  and  economic  nematology  and  work  contributory  to 
the  development  of  agricultural  technology  and  to  the  improvement  of  labo- 
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ratoiy  methods  or  apparatus;  to  plan  and  execute  research;  or  to  perform 
administrative  duties  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qoalifieatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology  and  physical 
science;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
Hematology  and  technology;  ability  to  read  scientific  French  and  German,  or 
equivalent  language  training;  large  capacity  and  proven  proficiency. 

Principal  lines  of  Promotion 

From :  Associate  Nematologist.  ' 

To:  Senior  Nematologist  and  Technologist 

Compensation  for  Class 

Annual :  $4140-«432a4450Q-94680^8e<MG040 


Title  of  Class  : 

SENIOR  NEMATOLOGIST  AND  TECHNOLOGIST  |  -f  o  o 

Specifications  of  Class  i  1 0  O 

Duties: 

To  carry  out  the  most  advanced  lines  of  work  in  nematology  and  work  con- 
tributory to  the  development  of  agrricultural  technology;  to  conduct  difficult 
research;  to  act  as  adviser  and  consulting  specialist;  and  to  perform  related 
work  which  may  involve  the  administration  as  well  as  the  prosecution  of  such 
activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  biology  and  physical 
science;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
nematology  and  technology,  involving  substantive  responsibility;  conspicuous 
ability  proved  by  achievement;  and  scientific  maturity. 

Principal  lines  of  Promotion 

From:  Nematologist  and  Technologist. 

Compensation  for  Oass 


ORNITHOLOGY 


TrrLE  OF  Class: 

JUNIOR  ORNITHOLOGIST  1  1 J^  i 

Specifications  of  Class 
Duties: 

To  i)erform,  under  immediate  supervision,  scientific  work  m  ornithology, 
and  related  work  as  required. 

Examples:  Collecting  and  identifying  birds;  caring  for  collections;  muking 
observations  on  the  migratory  habits  and  geographical  distribution  of  birds; 
studying  bird  ecology ;  taking  notes ;  assisting  in  the  care  of  museum  material. 
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Qualiflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  biology  and  ornithol- 
ogy ;  and  ability  to  read  scientific  French  and  German,  or  equivalent  langaage 
training. 

Principal  Lines  of  Promotion 

To:  Assistant  Ornithologist. 

Compensation  for  Class 

Annual:  |180M1920-|204<M2160 


TnuB  OF  Class  :  v 

ASSISTANT  ORNITHOLOGIST        »  1  1  C  ?;.    ' 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  in  ornithology,  and  related 
work  as  required. 

Examples:  Caring  for  collections;  making  field  observations;- identiiying 
specimens;  studying  relationships;  reviewing  literature;  comparing  descrip- 
tions; taking  notes;  writing  up  resultjs. 

Qualificationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology  and  ornithol- 
ogy ;  at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent ;  and  ability  to  read  scien- 
tific French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Ornithologist. 
To:  Associate  Ornithologist. 

Compensation  for  Oass 

Annual:  $240a4252M2040-^2700-f 2880-13000 


Title  of  Class: 

ASSOCIATE  ORNITHOLOGIST 

Specifications  of  Class  llOO 

Ihities: 

To  perform,  individually  or  In  consultation  with  superiors,  work  of  im- 
portance in  ornithology,  Involving  substantive  re^>onslbillty,  and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  involving  the  dete^ 
mination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology  and 
ornithology ;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
sdentlflc  French  and  German,  or  equivalent  language  training;  and  ability  to 
carry  on  Independent  work. 

Principal  Lines  of  Promotion 

From:  Assistant  Ornithologist 
To:  Ornithologist. 

Compensation  for  Oass 

Annual:  $324a43360-«3480-$3000^720-|3840 
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Tttlk  of  Gulbs  : 
ORNITHOLOGIST 

Spedfications  of  Class  •  1- 1 0 '/ 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  ornitliology ;  to  plan  and  execute  research,  or  to  perform  ad- 
ministrative work  arising  in  connection  with  the  prosecution  of  such  activities ; 
to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws  and 
regulations;  and  to  carry  on  major  lines  of  related  work. 

Qnalifieatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
aD  institution  of  recognized  standing,  with  major  work  in  biology  and  orni- 
thology; at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years*  experience  in  the  successful  prosecution  or  administration  of  work  in 
ornithology ;  ability  to  read  French  and  Grerman,  or  equivalent  language  train- 
ing; large  capacity  and  proven  proficiency. 

Principal  LiiiM  af  Pranatian 

From :  Associate  Ornithologist 

To :  Senior  Ornithologist ;  Chief,  Bureau  of  Biological  Survey. 

Compensation  for  Class 

Annual:  $4140^$4d20-f450(M468a-|48eO-^6040 


TniE  OF  CiASs: 

SENIOR  0BNITH0L06IST 

Spacifleations  of  Class  1188 

Dnties: 

To  carry  on  the  most  advanced  lines  of  work  in  ornithology ;  to  conduct  difQ- 
cnlt  research;  to  act  as  advisor  and  consulting  specialist  in  ornithology;  and 
to  perform  related  work  which  may  involve  the  administration  as  well  as  the 
prosecution  of  such  activities. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  biology  and  orni- 
thology; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
ornithology,  involving  the  exercise  of  substantive  responsibility;  conq>icuous 
ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Ornithologist 

To :  Chief,  Bureau  of  Biological  Survey. 

Compensation  for  Claaa 


ORNITHOLOGY,  ECONOMIC 


118U 


Tttlb  or  Class  : 

JUNIOR  ECONOMIC  ORNITHOLOGIST 

SpeciUcatibns  of  Class 
Datlea: 

To  perform,  under  immediate  supervision,  scientifkc  and  economic  work  in 
ornithology,  and  related  work  as  required. 
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Examples :  Making  field  observations  of  food  habits  of  birds ;  reporttug  ob- 
servations on  the  economic  importance  of  given  species ;  collecting  and  preserv- 
ing specimens;  examining  stomach  and  pellet  contents  of  birds;  determining 
food  habits. 

Qualiflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  entomology, 
and  ornithology  Including  classification;  and  ability  to  read  scientific  French 
and  Qerman,  or  equival^it  language  training. 

Principal  Lines  of  Promotion 

To:  Assistant  Economic  Ornithologist. 

Compensation  for  Class 

Annual:  $1800-$1920-$2040-*2160 


TlTUB  OF  Oi^ASs: 

ASSISTANT  ECONOMIC  ORNITHOLOGIST  llf)  0 

Specifieationa  of  Claas 
Dnties: 

To  perform,  under  supervision,  scientific  work  in  economic  ornithology,  and 
related  work  as  required. 

Examples:  Enumerating  and  identifying  plant  and  insect  residue  found  in 
the  stomach  and  pellet  of  birds ;  conducting  field  investigations  on  field  habits 
of  birds;  preparing  reference  collections  for  use  in  the  identification  of  mate- 
rial ;  studying  the  relation  of  birds  to  agriculture ;  gathering  data  on  methods 
of  attracting  birds ;  abstracting  literature ;  writing  up  reports. 

Qiialificatioiia:^ 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  noajor  work  in  bota,ny,  entomology, 
and  ornithology  including  classification ;  at  least  two  years*  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  full  equiv- 
alent ;  and  ability  to  read  scientific  French  and  German,  or  equivalent  language 
training. 

Principal  Lines  of  Promotion 

From:  Junior  Economic  Ornithologist. 
To:  Associate  E^nomic  Ornithologist. 

Compensation  for  Class 

Annual:  $2400-$2520-$2640-f2760-$2880-H$3000 


Title  of  Class: 

ASSOCIATE  ECONOMIC  ORNITHOLOGIST  1  1  Q 1 

Specifications  of  Class 
Dnties: 

To  perform,  Individually  or  in  consultation  with  superiors,  work  of  im- 
portance in  economic  ornithology,  involving  substantive  responsibility,  and  at 
times  requiring  the  exercise  of  supervisory  functions,  but  not  involving  the  de- 
termination of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany,  entomology,  and 
ornithology  Induding  classification;  at  least  three  years'  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  Its  full 
equivalent ;  ability  to  read  scientific  French  and  German,  or  equivalent  langnage 
training ;  and  ability  to  carry  on  independent  work. 
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Principal  LdnM  of  Promotion 

From:  Assistant  Economic  Ornithologist. 
To:  Economic  Ornithologist. 

*  - 

Compensation  for  Gase 

Annual:  $324(>-^3360-|348(H«eOO-$3720~$3840 


Title  of  Class: 

ECONOMIC  ORNITHOLOGIST 

Spedflcations  of  Class  llU',:^ 

Duties: 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  economic  ornithology;  to  plan  and  execute  research,  or  to  per- 
form administrative  work  arising  in  connection  with  the  prosecution  of  such 
activities;  to  propose  and,  in  some  cases,  to  determine  policies  under  existing 
laws  and  regulations;  and  to  carry  on  major  lines  of  related  work. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  entomology, 
and  ornithology  including  classification;  at  least  three  years*  graduate  work, 
or,  in  the  absence  of  graduate  work,-  practical  experience  regarded  as  its  full 
equivalent;  not  less  than  five  years*  experience  in  the  successful  prosecution 
or  administration  of  work  in  economic  ornithology;  ability  to  read  French 
and  German,  or  equivalent  language  training;  large  capacity,  and  proven 
proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Economic  Ornithologist: 

To:  Senior  Economic  Ornithologist;  Chief,  Bureau  of  Biological  Survey. 

Compensation  for  Class 

Annual:  $414O>^d2(>-^500-$498O-$4860-$5040 


TiTLB  or  Glass: 

SENIOR  ECONOMIC  ORNITHOLOGIST  1  1  <i  '^ 

Specilieations  of  Class  *  ^ 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  economic  ornithology;  to 
conduct  difficult  research;  to  act  as  adviser  and  consulting  specialist  in 
economic  ornithology;  and  to  perform  related  work  which  may  Involve  the 
administration  as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  entomology, 
and  ornithology  including  classification ;  at  least  three  years'  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  full 
equivalent;  not  less  than  ten  years'  experience  in  the  successful  prosecution  or 
administration  of  work  In  economic  ornithology,  involving  the  exercise  of  sub- 
stantive responsibility ;  conspicuous  ability  proved  by  achievement ;  and  scien- 
tific maturity. 


Principal  Lines  of  Promotion 


From:  Economic   Ornitiiologist. 

To :  Chief,  Bureau  of  Biological  Survey. 


Compensation  for  Class 
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PARASITOLOGY,  ANIMAL 


Title  of  Class  : 

JUNIOR  ANIMAL  PARASITOLOGIST  1194 

Specifications  of  CIsm 
Duties: 

Under  immediate  supervision,  to  perform  scientific  work  in  the  study  of  tbe 
parasites  of  animals,  and  related  work  as  required. 

Examples:  Examining  material  to  determine  the  presence  or  absence  of 
parasites;  Identifying  parasites;  assisting  in  investigations  of  the  occurrences 
and  distribution  of  parasites;  reviewing  and  abstracting  scientific  papers; 
keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  zoology ;  and  ability 
to  read  scientific  French  or  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To :  Assistant  Animal  Parasitologist 

Compensation  for  Class 

Annual:  $180O-$192O-$2(>4(>-{^2160 


1195 


Title  of  Class  : 

ASSISTANT  ANIMAL  PARASITOLOGIST 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  scientific  work  In  the  study  of  parasites  of 
animals,  and  related  work  as  required. 

Examples:  Studying  life  histories  of  parasites;  making  microscopic  studies 
on  the  morphology  of  parasites;  imbedding,  sectioning,  and  staining  material; 
investigating  the  taxonomic  relationship  of  parasites;  examining  methods  of 
infection ;  devising  means  of  eradication  or  control. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  reco^lzed  standing,  with  major  work  in  zoology;  at  least  two 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  expe- 
rience regarded  as  its  full  equivalent;  and  ability  to  read  scientific  French 
and  German,  or  equivalent  language  training. 

Principal  lines  of  Promotion 

From :  Junior  Animal  Parasitologist 
To :  Associate  Animal  Parasitologist. 

Compensation  for  Class 

Annual:  $2400^2520-$264(K276M2880-f8000 


Title  of  Cla.ss  : 

ASSOCIATE  ANIMAL  PARASITOLOGIST  1196 

Specifications  of  Class 

Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  scientlflc  work 
of  importance  in  the  study  of  animal  parasites,  involving  substantive  responsi- 
bility, and  at  times  requiring  the  exercise  of  supervisory  functicms.  but  not 
involving  the  determination  of  policies. 
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Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years'  graduate  work,  'or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  ability  to  read  scientific  French  and 
German,  or  equivalent  language  training;  and  ability  to  carry  on  independent 
work. 

Principal  Lines  of  Promotion 

From :  Assistant  Animal  Parasitologist 
To:  Animal  Parasitologist. 

Compensation  for  Class 

Annual:  $324O-$3360-$348O-$3600-$3720-^3840 


Title  of  Class  : 

ANIMAL  PARASITOLOGIST  1  1  <)7 

Specifications  of  Class  II  O  4 

Dnties: 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  the  study  of  the  parasites  of  animals;  to  plan  and  execute  re- 
search, or  to  perform  administrative  work  arising  in  connection  with  the 
prosecution  of  such  activities;  to  propose  and,  in  some  cases,  to  determine 
policies  under  existing  laws  and  regulations;  and  to  carry  out  major  lines  of 
related  work. 

Qmilifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  not  less  than  five  years*  experience 
in  the  successful  prosecution  or  the  administration  of  work  in  animal  para- 
sitology ;  ability  to  read  scientific  French  and  German,  or  equivalent  language 
training ;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Animal  Parasitologist. 
To :  Senior  Animal  Parasitologist. 

Compensation  for  Class 

Annual :  $4140-$432(M4500-$468O-^4860-$5040 


Title  of  Class: 

SENIOR  ANIMAL  PARASITOLOGIST  '1 1  li  8 

Specifications  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  in  animal  parasitology;  to 
conduct  difficult  research ;  to  act  as  advisor  and  consulting  specialist  in  animal 
parasitology ;  and  to  perform  related  work  which  may  involve  the  administra- 
tion as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years'  graduate  work,  or,  in  tlie  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  not  less  than  ten  years'  experience 
in  the  successful  prosecution  or  administration  of  work  in  animal  parasitology, 
involving  the  exercise  of  substantive  responsibility ;  conspicuous  ability  proved 
by  achievement;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Animal  Parasitologist. 

Compensation  for  Gass 

*     •     • 
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PATHOLOGY.  INSECT 


Title  of  Class: 

ASSISTANT  INSECT  PATHOLOGIST 


1199 


SpecificatioiiB  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  in  insect  pathology,  and 
related  work  as  required. 

Examples:  Isolating  casual  organisms;  identifying  diseases;  working  on 
methods  of  spread  of  Insect  diseases;  carrying  out  life  history  studies;  re- 
viewing technical  literature;  keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  mycology  and 
pathology;  at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to 
read  scientific  French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To:  Associate  Insect  Pathologist. 

Compensation  for  Class 

Annual:  $240(>-|2520-$2640-$2760-$2880-$3000 


Title  of  Class: 

ASSOCIATE  INSECT  PATHOLOGIST  1^00 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  importance 
in  insect  pathology',  involving  substantive  responsibility,  and  at  times  requir- 
ing the  exercise  of  supervisory  functions,  but  not  involving  the  determinatioii 
of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing,  with  major  work  in  mycology  and  pa- 
thology; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent ;  ability  to  read  sci- 
entific French  and  German,  or  equivalent  language  training;  and  ability  to 
carry  on  independent  work. 

Principal  Lines  of  Promotion 

From:  Assistant  Insect  Pathologist. 
To:  Insect  Pathologist. 

Compensation  for  Class 

Annual:  $3240-^3360-$348(M3600-$372(>-$3840 


Title  of  Class  : 

INSECT  PATHOLOGIST  I  ^01 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  with  associates  or  through  subordinates,  work 
of  major  importance  in  Insect  pathology;  to  plan  and  execute  research,  or  to 
perform  administrative  work  arising  in  connection  with  the  prosecution  of 
such  activities;  to  propose  and,  in  some  cases,  to  determine  policies  under 
existing  laws  and  regulations;  and  to  carry  on  major  lines  of  related  work. 
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QuaUflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  mycology  and  pa- 
thology; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  not  less  than  five 
years'  experience  in  the*  successful  prosecution  or  administration  of  work  in 
Insect  pathology;  ability  to  read  scientific  French  and  German,  or  equivalent 
language  training;  large  capacity  and  demonstrated  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Insect  Pathologist. 
To :  Senior  Insect  Pathologist. 

Compensation  for  Class 

Annual:  $414(HM320-44r)00-$4680-44860-$5040 


TrrLs  OF  Giass  : 

SENIOR  INSECT  PATHOLOGIST  12()P 

Specifications  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  In  insect  pathology ;  to  conduct 
difficult  research ;  to  act  as  an  advisor  and  consulting  specialist  in  insect  path- 
ology ;  and  to  perform  related  work  which  may  involve  the  administration  as 
well  as  the  prosecution  of  such  activities. 

Qnalilications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mycology  and  path- 
ology; at  least  three  years'  graduate  work,  or,  in  the  absmice  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
gears'  experience  in  the  successful  prosecution  or  administration  of  work  in 
Insect  pathology,  involving  the  exercise  of  substantive  responsibility ;  conspicu- 
ous ability  proved  by  achlevem«it ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From :  Insect  Pathologist. 

Compensation  for  Class 


PATHOLOGY,  PLANT 


TrruE  OF  Class: 

JUNIOR  PLANT  PATHOLOGIST  \  9(\- 

Specifications  of  Class  ^^ 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  In  connection  with 
studies  on  the  cause  and  control  of  plant  diseases ;  and  to  perform  related  work 
as  required. 

Ebcamples:  Isolating,  cultivating,  and  idoitifying  casual  organisms;  making 
life  history  studies  of  fungi;  conducting  inoculation  tests;  identifying  plants 
diseases ;  keeping  records ;  abstracting  scientific  papers ;  carrying  out  the  details 
of  field  or  greenhouse  trials  and  recording  resulta 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
pathology ;  and  ability  to  read  scientific  French  or  German,  or  equivalent  lan- 
guage training. 
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Principal  Lines  of  Promotion 

To :  Assistant  Plant  Pathologist. 

Compensation  for  Clasa 

Annual:  $180O-fL92O-¥204(M2160 


Title  of  Glass  : 

ASSISTANT  PLANT  PATHOLOGIST  1204 

Specifications  of  Class 
Dnties: 

To  perform,  under  superTlsion,  scientific  work  in  connection  with  studies  of 
the  cause  and  control  of  plant  diseases  and  the  presentation  of  the  results  of 
such  studies  to  the  public;  and  to  perform  related  worl?  as  required. 

Examples :  Conducting  assigned  experiments  to  discover  the  casual  agents  of 
disease;  embedding,  sectioning,  and  staining  tissues;  classifying  organisms; 
writing  progress  reports ;  conducting  or  supervising  field  and  greenhouse  experi- 
ments; talcing  notes;  recording  results;  reviewing  literature;  taking  photo- 
graphs of  exi)erimental  plants ;  working  out  minor  research. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  plant  pa- 
thology ;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  its  full  equivalent ;  and  ability  to  read  Freoch 
and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From :  Junior  Plant  Pathologist. 
To :  Associate  Plant  Pathologist. 

Compensation  for  Class 

Annual :  ¥2400-^252(>-$2640-$2760^288(>-$3000 


TriLB  OF  Class  : 

ASSOCIATE  PLANT  PATHOLOGIST  1205 

Specifications  of  Class 
Duties: 

To  perform,  independently  or  in  consultation  with  superiors,  work  of  im- 
portance in  plant  pathology,  Involving  substantive  responsibility,  and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  involving  the  deter- 
mination of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  botany  and  plant  pa- 
thology; at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
French  and  German,  or  equivalent  language  training;  and  ability  to  carry 
on  independent  work. 

Principal  lines  of  Promotion 

From :  Assistant  Plant  Pathologist. 
To:  Plant  Pathologist. 

Compensation  for  Class 

Annual:  $3240-$336(M348a-^600^3720-^840 
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Title  or  Class  : 

PLANT  PATHOLOGIST 

Speeifications  of  Class  1  2  0  () 

Duties: 

To  perform.  Independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  plant  pathology ;  to  plan  and  execute  research ;  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
pathology ;  at  least  three  years'  graduate  work,  or,  in  the  a'bsence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years*  experience  in  the  successful  prosecution  or  administration  of  work  in 
plant  pathology;  ability  to  read  French  and  German,  or  equivalent  language 
training;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Plant  Pathologist. 

To:  Senior  Plant  Pathologist;  Assistant  Chief,  Bureau  of  Plant  Industry; 
Chief,  Bureau  of  Plant  Industry. 

Compensation  for  Claaff 

Annual :  $4140-$432a-$450(X-9468(>-$4860-$5040 


Trrus  of  Class  : 

SENIOR  PLANT  PATHOLOGIST 

Specifications  of  ClaM  I  di)7 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  plant  pathology ;  to  conduct 
difficult  research ;  to  act  as  advisor  and  consulting  specialist  in  plant  pathology ; 
and  to  perform  related  work  which  may  involve  the  administration  as  well  as 
the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
pathology ;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
plant  pathology,  involving  the  exercise  of  substantive  responsibility ;  conspicu- 
ous ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Plant  Pathologist. 

To :  Assistaat'-Chief,  Bureau  of  Plant  Industry ;  Chief,  Bureau  of  Plant  Indus- 
try. 

Compensation  for  Class 


PHARMACOGNOSY 

TiTiJE  OF  Class  : 

JUNIOR  PHARMACOGNOSIST  f  ^0  S 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  seientitic  work  in  connection  with 
the  examination  and  Identiiication  of  crmle  drugs  and  adulterants  and  the 
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enforcement  of  the  food   and   drugs   act;   and   to  perform'  related   work  as 
required. 

Examples:  Growing  drug  plants  for  histological  study  and  determining 
their  histological  and  botanical  characteristics:  making  photomicrographs  of 
histological  preparations  for  use  In  identification  work;  examining  crude 
drugs  and  related  products  in  microscopic  section  to  determine  their  identity: 
collecting  information  regarding  crude  drug  industries;  abstracting  reports; 
keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
histology;  and  ability  to  read  scientific  French  and  German. 


Principal  Lines  of  Promotion 

To :  Assistant  Pharmacognoslst. 

Compensation  for  Class 

Annual:  $1800-$192a-$2040-$2160 


TmjB  OF  Class: 

ASSISTANT  PHARMAC06N0SIST  1  2  00 

Specifications  of  Class 
Dnties: 

To  perform,  under  supervision,  scientific  work  in  connection  with  tlie  exam- 
ination and  identification  of  crude  drugs  and  adulterants  and  the  enforce- 
ment of  the  food  and  drugs  act ;  and  to  perform  related  work  as  required 

Examples :  Determining  the  properties  of  crude*  drugs ;  making  histological 
studies  of  drugs  and  adulterants;  assisting  in  developing  metliods  for  the 
accurate  identification  of  drugs  and  adulterants ;  reviewing  literature ;  writing 
up  results ;  testifying  in  court ;  preparing  special  reports  on  scientific  problems.^ 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany  and  plant 
histology;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent ;  and  ability  to  read 
scientific  French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Pharmacognoslst 
To:  Associate  Pharmacognoslst. 

Compensation  for  Class 

Annual:  $240(H;2520-$264(H52760-^2880-$3000 


TiTLE  OF  Class: 

ASSOCIATE  PHARMAC06NOSIST  1^10 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  Impor- 
tance in  pharmacognosy,  involving  substantive  responsibility,  and  at  times  re> 
quiring  the  exercise  of  supervisory  functions,  but  not  involving  the  determina- 
tion of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  plant  his- 
tology, and  pharmacognosy;  at  least  three  years*  graduate  work,  or,  in  the 
absence  of  graduate  work,  practical  experience  regarded  as  its  full  equivalent: 
ability  to  read  scientific  French  and  German,  or  equivalent  language  training; 
and  ability  to  carry  on. Independent  work. 


BEGLA8SIFIGATI0N  COMMISSION  BEPOBT — PABT  II.  555 

Principal  Lines  of  Promotion 

From:  Assistant  Pharmacognosist. 
To:  Pharmacognosist. 

Compensation  for  Class 

Annual:  $324(>-$336(>-$4380-$3eOO-$3720-$3840 


Title  of  Class: 
PHARMACOGNOSIST 


Spoeiflcatiima  of  dan 


Dntiea:  J  2l  i 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  pharmacognosy;  to  plan  and  execute  research,  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations ;  and  to  carry  on  major  lines  of  related  work. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  plant  his- 
tology, and  pharmacognosy;  at  least  three  years'  graduate  work,  or,  in  the 
absence  of  graduate  work,  practical  esperience  regarded  as  its  full  equivalent ; 
not  less  than  five  years'  experience  in  the  successful  prosecution  or  adminis- 
tration work  in  pharmacognosy;  ability  to  read  scientific  French  and  Ger- 
man, or  equivalent  language  training ;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Pharmacognosist. 

Compensation  for  Class 

m 

Annual:  $4140-$432(>-$450(>-$4e80-$4860'$5040 


PHYSIOLOGY.  PLANT 


TiTLB  OF  Class: 

JUNIOR  PLANT  PHYSIOLOGIST  191'^ 

Speciflcatiims  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  plant  physiology, 
and  related  work  as  required. 

Examples:  Securing  records  of  temperature  and  humidity  from  recording 
instruments  during  experiments;  measuring  rates  of  starch  formation  and 
transfer  dnring  growth  and  ripening ;  helping  to  carry  out  planned  experiments 
on  such  questions  as  the  minimum  water  requirements  of  crops  for  satisfactory 
yield,  or  the  physiological  factors  influencing  changes  in  composition  and 
quality  of  fruits  and  vegetables  during  growth,  transportation,  storage,  and 
marketing. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiology;  and  ability  to  read  scientific  French  or  German,  or  equivalent  lan- 
guage training. 

Principal  Lines  of  Promotion 

To :  Assistant  Plant  Physiologist. 

Compensation  for  Class 

Annual:  $180a-$ld2a-|2040-^2160 
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PARASITOLOGY,  ANIMAL 


Title  of  Class  : 

JUNIOR  ANIMAL  PARASITOLOGIST  1194 

Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  perform  scientific  work  in  the  study  of  tlie 
parasites  of  animals,  and  related  work  as  required. 

Examples:  Examining  material  to  determine  the  presence  or  absence  of 
parasites;  identifying  parasites;  assisting  in  investigations  of  the  occurrences 
and  distribution'  of  parasites;  reviewing  and  abstracting  scientific  papers; 
keeping  records. 

QuaUfications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  frmn 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  and  ability 
to  read  scientific  French  or  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To :  Assistant  Animal  Parasitologist. 

Compensation  for  Class 

Annual:  $180O-$192O^2O4a-$2160 


TiTLB  OP  Class  : 

ASSISTANT  ANIMAL  PARASITOLOGIST  1  1  ^K 

Specifications  of  Class 
Duties: 

Under  supervision,  to  perform  scientific  work  in  the  study  of  parasites  of 
animals,  and  related  work  as  required. 

Examples:  Studying  life  histories  of  parasites;  making  microscopic  studies 
on  the  morphology  of  parasites;  imbedding,  sectioning,  and  staining  material; 
investigating  the  taxonomic  relationship  of  parasites;  examining  methods  of 
infection ;  devising  means  of  eradication  or  control. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recostnlzed  standing,  with  major  work  in  zoology;  at  least  two 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  expe- 
rience regarded  as  its  full  equivalent;  and  ability  to  read  scientific  French 
and  German,  or  equivalent  language  training. 

Principal  lines  of  Promotion 

From :  Junior  Animal  Parasitologist. 
To :  Associate  Animal  Parasitologist. 

Compensation  for  Class 

Annual:  $2400-^252(>-$2640-^276M288(>-$dOOO 


Title  or  Class  : 

ASSOCIATE  ANIMAL  PARASITOLOGIST  1196 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  In  consultation  with  superiors,  scientific  work 
of  Importance  in  the  study  of  animal  parasites,  involving  substantive  refq;K>nsi- 
blUty,  and  at  times  requiring  the  exercise  of  supervisory  functions,  but  not 
involving  the  determination  of  policies. 
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QuaBficatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years'  graduate  woric,  'or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  ability  to  read  scientiflc  French  and 
German,  or  equivalent  language  training;  and  ability  to  carry  on  independent 
work. 

Piincipal  Lines  of  Promotion 

From  :  Assistant  Animal  Parasitologist 
To:  Animal  Parasitologist 

Compensation  for  Class 

Annual:  $324O-$3360-$3480-^3600"^3720-^3840 


Title  of  Class  : 

ANIMAL  PARASITOLOGIST  1  1  U7 

Specifications  of  Class  1 1  ^  # 

Duties : 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  the  study  of  the  parasites  of  animals;  to  plan  and  execute  re- 
search, or  to  perform  administrative  work  arising  in  connection  with  the 
prosecution  of  such  activities;  to  propose  and,  in  some  cases,  to  determine 
policies  under  existing  laws  and  regulations;  and  to  carry  out  major  lines  of 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  ycsars'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  not  less  than  five  years*  experience 
in  the  successful  prosecution  or  the  administrjition  of  work  in  animal  para- 
sdtology ;  ability  to  read  scientific  French  and  German,  or  equivalent  language 
training;  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Animal  Parasitologist. 
To :  Senior  Animal  Parasitologist. 

Compensation  for  Class 

Annual :  $4140^$432(M450(>-$4680^$4860-$5040 


Title  of  Class: 

SENIOR  ANIMAL  PARASITOLOGIST  1 1  li  8 

Specifications  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  In  animal  parasitology;  to 
conduct  difficult  research ;  to  act  as  advisor  and  consulting  specialist  in  animal 
parasitology ;  and  to  perform  related  work  which  may  Involve  the  administra- 
tion as  well  as  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
expericQce  regarded  as  its  full  equivalent;  not  less  than  ten  years'  experience 
in  the  successful  prosecution  or  administration  of  work  in  animal  parasitology, 
involving  the  exercise  of  substantive  resi>onsibilIty ;  conspicuous  ability  proved 
by  achievement;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From :  Animal  Parasitologist 

Compensation  for  Class 

*     •     • 
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PATHOLOGY.  INSECT 


Title  of  Class: 

ASSISTANT  INSECT  PATHOLOGIST  1  1  CJ  Q 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  in  insect  pathology,  and 
related  work  as  required. 

Examples:  Isolating  casual  organisms;  idenjifying  diseases;  working  oo 
methods  of  ^read  of  insect  diseases;  carrying  out  life  history  studies;  re- 
viewing technical  literature;  keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  In  mycology  and 
pathology;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  and  ability  to 
read  scientific  French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

To:  Associate  Insect  Pathologist 

Compensation  for  Class 

Annual :  $24O0^252(>-$264O-$276O-$2880-$3000 


1200 


Title  of  Class: 

ASSOCIATE  INSECT  PATHOLOGIST 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  importance 
in  Insect  pathology',  involving  substantive  responsibility,  and  at  times  requir- 
ing the  exercise  of  supervisory  functions,  but  not  involving  the  determination 
of  policies. 

Qualifications: 

Training  equivalent  to  tlmt  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing,  with  major  work  in  mycol(^;y  and  pa- 
thology; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  ability  to  read  sci- 
entific French  and  German,  or  equivalent  language  training;  and  ability  to 
carry  on  independent  work. 

Principal  Lines  of  Promotion 

From:  Assistant  Insect  Pathologist. 
To:  Insect  Pathologist. 

Compensation  for  Class 

Annual:  $324O-^33(3O-$348(>-|3e0O-$3720^43840 


Title  of  Class: 

INSECT  PATHOLOGIST  1^01 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  with  associates  or  through  subordinates,  work 
of  major  importance  In  insect  pathology;  to  plan  and  execute  research,  or  to 
perform  administrative  work  arising  in  connection  with  the  prosecution  of 
such  activities;  to  propose  and,  in  some  cases,  to  determine  policies,  under 
existing  laws  and  regulations;  and  to  carry  on  major  lines  of  related  work. 
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QaaUficatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  mycology  and  pa- 
thology; at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years'  experience  in  thep  successful  prosecution  or  administration  of  work  in 
insect  pathology;  ability  to  read  scientific  Frendi  and  German,  or  equivalent 
language  training;  large  capacity  and  demonstrated  proficiency. 

Principal  Lines  of  Promotioii 

From :  Associate  Insect  Pathologist. 
To :  Senior  Insect  Pathologist. 

Compensation  for  Class 

Annual:  $414an$4320^$4500~$4680-44860-n$5(>40 


TnxE  OF  Clabs  : 

SENIOR  INSECT  PATHOLOGIST  12(}2 

Specillcntions  of  Class 
Daties: 

To  carry  out  the  most  advanced  lines  of  work  in  insect  pathology ;  to  conduct 
difficult  research ;  to  act  as  an  advisor  and  consulting  specialist  in  insect  path- 
ology; and  to  perform  related  work  which  may  involve  the  administration  as 
well  as  the  prosecution  of  such  activities. 

Qualillcntioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mycology  and  path- 
ology; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
gears'  experience  in  the  successful  prosecution  or  administration  of  work  in 
insect  pathology,  involving  the  exercise  of  substantive  responsibility ;  conspicu- 
ous ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From :  Insect  Pathologist. 

Compensation  for  Class 


PATHOI.OGY,  PLANT 


TrrLE  OF  Class: 

JUNIOR  PLANT  PATHOLOGIST  }  On  "T^ 

Spedncations  of  Class 
Dnties: 

To  perform,  under  immediate  supervision,  scientific  work  in  connection  with 
studies  on  the  cause  and  control  of  plant  diseases ;  and  to  perform  related  work 
as  required. 

Examples:  Isolating,  cultivating,  and  Identifying  casual  organisms;  maldng 
life  history  studies  of  fungi;  conducting  Inoculation  tests;  Identifying  plan^ 
diseases ;  keeping  records ;  abstracting  scientific  papers ;  carrying  out  the  details 
of  field  or  greenhouse  trials  and  recording  results. 

Qoalillcntions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
ao  institution  of  recognized  standing,  with  major  work  In  botany  and  plant 
pathology;  and  ability  to  read  scientific  French  or  German,  or  equivalent  lan- 
guage training. 
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Principal  Lines  of  Promotion 

To :  Assistant  Plant  Pathologist. 

GompensatiiMi  for  ClasB 

Annual:  $180O-fL92O-$2(>40^2160 


TrrLE  OF  Class  : 

ASSISTANT  PLANT  PATHOLOGIST  1204 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  sclentiflc  work  In  connection  with  studies  of 
the  cause  and  control  of  plant  diseases  and  the  presentation  of  the  results  of 
such  studies  to  the  public ;  and  to  i)erform  related  work  as  required. 

Examples :  Conducting  assigned  experiments  to  discover  the  casual  agents  of 
disease;  embedding,  sectioning,  and  staining  tissues;  classifying  organisms; 
writing  progress  reports ;  conducting  or  supervising  field  and  greenhouse  experi- 
ments; taiUng  notes;  recording  results;  reviewing  literature;  taking  photo- 
graphs of  experimental  plants ;  working  out  minor  research. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  botany  and  plant  pa- 
thology ;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate  work, 
practical  experience  regarded  as  Its  full  equivalent ;  and  ability  to  read  French 
and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From :  Junior  Plant  Pathologist. 
To :  Associate  Plant  Pathologist. 

Compensation  for  Class 

Annual :  ?2400-^252(>^2640-$2760-$2880^$30(X) 


Title  of  Class: 

ASS0CL4TE  PLANT  PATHOLOGIST  1205 

Specificationa  of  Class 
Dnties: 

To  perform,  Independently  or  in  consultation  with  superiors,  work  of  iin- 
portance  In  plant  pathology,  Involving  substantive  responsibility,  and  at  times 
requiring  the  exercise  of  supervisory  functions,  but  not  Involving  the  deter- 
mination of  policies.  ' 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  In  botany  and  plant  pa- 
thology; at  least  three  years*  graduate  work,  or,  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent;  ability  to  read 
French  and  German,  or  equivalent  language  training;  and  ability  to  carry 
on  Independent  work. 

Principal  lines  of  Promotion 

From :  Assistant  Plant  Pathologist. 
To:  Plant  Pathologist. 

Compensation  for  Class 

Annual:  $324<H^6(M348a-^600-$3720-n|3840 
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Title  or  Class  : 
PLANT  PATHOLOGIST 

Specifications  of  Class  1  2  0  () 

Doties: 

To  perforin,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  plant  pathology ;  to  plan  and  execute  research ;  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties ;  to  propose  and,  in  some  cases,  to  determine  policies  under  existing  laws 
and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qualificatidns: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
pathology;  at  least  three  years'  graduate  work,  or,  in  the  a'bsence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  ttian  five 
years'  exx)erience  in  the  successful  prosecution  or  administration  of  work  in 
plant  pathology;  ability  to  read  French  and  German,  or  equivalent  language 
training;  large  capacity  and  proven  proficiency. 

Principal  lines  of  Promotion 

From  :  Associate  Plant  Pathologist. 

To:  Senior  Plant  Pathologist;  Assistant  Chief»  Bureau  of  Plant  Industry; 
Chief,  Bureau  of  Plant  Industry. 

Compensation  for  Clasff 

Annual:  $4140-^432a-$450(>44680-$4860-$5040 


TrrLE  OF  Class  : 

SENIOR  PLANT  PATHOLOGIST 

Specifications  of  Class  I  dul 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  In  plant  pathology ;  to  conduct 
difficult  research ;  to  act  as  advisor  and  consulting  specialist  In  plant  pathology ; 
and  to  perform  related  work  which  may  involve  the  administration  as  well  as 
the  prosecution  of  such  activities. 

Qualifications : 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany  and  plant 
pathology ;  at  least  three  years*  graduate  work,  or.  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  ten 
years'  experience  in  the  successful  prosecution  or  administration  of  work  In 
plant  pathology,  Involving  the  exercise  of  substantive  responsibility;  conspicu- 
ous ability  proved  by  achievement ;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From  :  Plant  Pathologist. 

To :  Assistaat'Chief,  Bureau  of  Plant  Industry ;  Chief,  Bureau  of  Plant  Indus- 
try. 

Compensation  for  Class 


PHARMACOGNOSY 


Tjtjjs,  of  Class: 

JUNIOR  PHARM AC06N0SIST  I  '^  f )  (S 

Specifications  of  Class 
Duties: 

To  perform,  under  Immediate  supervision,  scientific  work  in  connection  with 
the   examination  and  identification  of  crude  drugs  and  adulterants  and  the 
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enforcement  of  the  food  and   drugs  act;   and  to  perform'  related   work  as 
required. 

Examples:  Growing  drug  plants  for  histological  study  and  determining 
their  histological  and  botanical  characteristics;  making  photomicrographs  of 
histological  preparations  for  use  in  identification  work;  examining  crude 
drugs  and  related  products  in  microscopic  section  to  determine  their  identity: 
collecting  information  regarding  crude  drug  industries;  abstracting  reports; 
keeping  records. 

Qiialifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
histology;  and  ability  to  read  scientific  French  and  German. 

Prineipal  Lines  of  Promotion 

To:  Assistant  Pharmacognoslst. 

Compensation  for  Class 

Annual:  $1800-$1920-$2O4O-$2160 


TiTLK  OF  Glass: 

ASSISTANT  FHARfilACOGNOSIST  1  2  00 

Specifications  of  Class 
Duties: 

To  perform,  under  supervision,  scientific  work  in  connection  with  the  exam- 
ination and  identification  of  crude  drugs  and  adulterants  and  the  enforce- 
ment of  the  food  and  drugs  act ;  and  to  perform  related  work  as  required. 

Examples :  Determining  the  properties  of  crude*  drugs ;  making  histological 
studies  of  drugs  and  adulterants;  assisting  in  developing  methods  for  the 
accurate  identification  of  drugs  and  adulterants;  reviewing  literature;  writing 
up  results ;  testifying  in  court ;  preparing  special  reports  on  scientific  problems-i 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  l)otany  and  plant 
histology;  at  least  two  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to  read 
scientific  French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Pharmacognoslst. 
To:  Associate  Pharmacognoslst 

Compensation  for  Class 

Annual:  $240(H52520-$264(K$2760-|2880-|3000 


1210 


Title  of  Glass: 

ASSOCIATE  PHARMACOGNOSIST 

Specifications  of  Class 
Duties: 

To  perform,  individually  or  in  consultation  with  superiors,  work  of  Impor- 
tance in  pharmacognosy,  involving  substantive  responsibility,  and  at  times  re- 
quiring the  exercise  of  supervisory  functions,  but  not  involving  the  determina- 
tion of  policies. 

Qualifications: 

Training'  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany,  plant  his- 
tology, and  pharmacognosy;  at  least  three  years*  graduate  work,  or,  in  the 
absence  of  graduate  work,  practical  experience  regarded  as  its  full  equivalent: 
ability  to  read  scientific  French  and  German,  or  equivalent  language  training; 
and  ability  to  carry  on. Independent  work. 
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Piineipal  Lines  of  Promotioii 

From:  Assistant  Pharmacoghoslst. 
To:  Pharmacognoslst. 

■ 

Compensatioii  for  Oass 

Annual:  $3240^^336(>-$438(H;3600-$372(>-$3840 


Title  of  Class: 
PHARMACOGNOSIST 


Specilleatioiifl  of  Clui 


Dnties:  i  ^1  X 

To  perform,  individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  pharmacognosy;  to  plan  and  execute  research,  or  to  perform 
administrative  worlc  arising  in  connection  with  the  prosecution  of  such  activi- 
ties; to  propose  and,  in  some  cases,  to  determine  iiolicies  under  existing  laws 
and  regulations;  and  to  carry  on  major  lines  of  related  work. 

Qomlilicatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  botany,  plant  his- 
tology, and  pharmacognosy;  at  least  three  years*  g^raduate  work,  or,  in  the 
absence  of  graduate  work,  practical  esperience  regarded  as  its  full  equivalent ; 
not  less  than  five  years'  experience  in  the  successful  prosecution  or  adminis- 
tration work  In  pharmacognosy;  ability  to  read  scl^itific  French  and  Ger- 
man, or  equivalent  language  training ;  large  capacity  and  proven  proficiency. 

Prineipal  Lines  of  Promotion 

From :  Associate  Pharmacognoslst. 

Compensation  for  Class 

Annual:  $4140-$432O-$450a-$4680-$48e(M5O40 


PHYSIOLOGY,  PLANT 


Title  or  Class: 

JUNIOR  PLANT  PHYSIOLOGIST  1  9 1  O 

SpedHeations  of  Class  '^ 

Duties: 

To  perform,  under  immediate  supervision,  scientific  work  In  plant  physiology, 
and  related  work  as  required. 

Examples:  Securing  records  of  temperature  and  humidity  from  recording 
instruments  during  experiments:  measuring  rates  of  starch  formation  and 
transfer  during  growth  and  ripening ;  helping  to  carry  out  planned  experiments 
on  such  questions  as  the  minimum  water  requirements  of  crops  for  satisfactory 
yield,  or  the  physiological  factors  influencing  changes  in  composition  and 
quality  of  fruits  and  vegetables  during  growth,  transportation,  storage,  and 
marketing. 

Qualifications: 

Training  equivalent  to  that  represeute<l  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiology;  and  ability  to  read  scientific  French  or  German,  or  equivalent  lan- 
guage training. 

Principal  Lines  of  Promotion 

To :  Assistant  Plant  Physiologist 

Compensation  for  Class 

Annual:  $180a4192(>-$204(M2160 
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Title  of  Class: 

ASSISTANT  PLANT  PHYSIOLOGIST 

Spedfications  of  Class  1213 

To  perform,  under  supervision,  scientific  work  in  plant  physiology,  and  re 
lated  work  as  required. 

B2xamples:  Measuring  environmental  factors  and  correlatjing  them  with 
growth  results;  determining  the  changes  taking  place  during  the  domumt 
period  in  seeds  and  tubers;  studying  the  physiological  relation  of  plant  and 
parasite ;  taking  notes ;  writing  up  results ;  reviewing  literature. 

Qiialificatioiia: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiology;  at  least  two  years'  graduate  work  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  and  ability  to  read 
French  and  German,  or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Plant  Physiologist. 
To:  Associate  Plant  Physiologist. 

Compensation  for  Class 

Annual :  $240a-$2520-$2640-$276(>-$2880-$3000 


1214 


\ 


Title  of  Class  : 

ASSOCIATE  PLANT  PHYSIOLOGIST 

Specifications  of  Class 
Duties: 

To  perform,  independently,  or  In  consultation  with'  superiors,  work  in  plant 
physiology,  involving  substantive  responsibility,  and  at  times  requiring  the 
exercise  of  supervisory  functions,  but  not  involving  the  determination  of  poli- 
cies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiologj' ;  at  least  three  years',  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  ability  to  read 
French  and  German,  or  equivalent  language  training ;  and  ability  to  carry  on 
independent  work. 

Principal  Lines  of  Promotion 

From :  Assistant  Plant  Physiologist. 
To:  Plant  Physiologist. 

Compensation  for  Class 

Annual:  $3240-$3360-$3480-$360(>-$3720-$3840 


Title  of  Class  : 

PLANT  PHYSIOLOGIST  1^15 

Specifications  of  Class 
Duties: 

To  perform,  independently,  or  with  associates  or  subordinates,  work  of  major 
importance  In  plant  physiologj';  to  plan  and  execute  research,  or  to  perform 
administrative  work  arising  in  connection  with  the  prosecution  of  such  activi- 
ties ;  to  propose  and,  In  some  cases,  to  determine  policies  under  existing  laws 
and  regulations;  and  to  carry  on  major  lines  of  related  work. 
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Qnalillcatioiifl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiology ;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equlyalent;  not  less  than  five 
years'  experience  in  the  successful  prosecution  or  administration  of  work  in 
plant  physiology;  ability  to  read  French  and  German,  or  equivalent  language 
training,  large  capacity  and  proven  proficiency. 

Principal  Lines  of  Promotion 

From:  Associate  Plant  Physiologist 

To:  Senior  Plant  Physiologist;  Assistant  Chief,  Bureau  of  Plant  Industry; 
Chief,  Bureau  of  Plant  Industry. 

CompenaatioB  for  CUss 

Annual:  $4140-$4320^4500-$4680"$486O-$5040 


Title  of  Class: 

SENIOR  PLANT  PHYSIOLOGIST  1218 

Specifications  of  Class 

To  carry  on  the  most  advanced  lines  of  work  in  plant  physiology ;  to  conduct 
diificiilt  research;  to  act  as  advisor  and  consulting  specialist  In  plant  physl- 
ol<^y;  and  to  perform  related  work  which  may  involve  the  administration  as 
well  as  the  prosecution  of  such  activities. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  plant 
physiology ;  at  least  three  years'  graduate  work,  or.  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  10 
years'  experience  in  the  successful  prosecution  or  administration  of  work  In 
plant  physiology,  involving  the  exercise  of  substantive  resi)onslbllity ;  conspicu- 
ous ability  proved  by  achievement;  and  scientific  maturity. 

Principal  Lines  of  Promotion 

From:  Plant  Physiologist. 

To:  Assistant   Chief,   Bureau   of   Plant   Industry;   Chief,   Bureau   of   Plant 
Industry. 

Compensation  for  Oass 


TrrLB  OF  Class: 

ASSOCIATE  CHIEF,  BUREAU  OF  PLANT  INDUSTRY 

1217 
Specifications  of  Class  1  ^  X  i 

Duties: 

To  aid  the  Chief  of  the  Bureau  of  Plant  Industry  in  the  administration 
of  the  activities  of  the  bureau;  to  serve  on  special  boards  and  committees; 
personally  to  direct  special  lines  of  work  when  necessary ;  and  to  perform  other 
related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology  and  agri- 
culture; at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experioice  regarded  as  its  full  equivalent ;  research  experience 
in  biology  and  economic  plant  problems;  and  not  less  than  five  years*  ex- 
perience in  the  administration  of  scientific  work. 
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Principal  Liiies  of  Promotion 

From:  Senior  Plant  Pathologist;  Plant  Pathologist;  Senior  Plant  Physiolo- 
gist; Plant  Physiologist;  Senior  Horticnlturlst ;  Hortlcaltnrist ;  Senior 
Agronomist;  Agronomist;  Senior  Pomologist;  Pomologlst. 

To:  Chief,  Bureau  of  Plant  Industry. 

Compensation  for  Class 


TiTUE  OF  Class: 

CHIEF,  BUREAU  OF  PLANT  INDUSTRY  1918 

Specifications  of  ClaM 
Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  admin- 
istrative charge  of  the  activities  of  the  Bureau  of  Plant  Industry  of  the 
Department  of  Agriculture ;  to  consider  and  take  action  on  general  agricnltural 
and  plant  questions  referred  by  the  Secretary;  to  serve  on  department  com- 
mittees and  special  commissions ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognlased  standing,  with  major  work  in  biology  and  agri- 
culture; at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent ;  research  experience 
in  biological  and  economic  plant  problems  and  in  the  application  of  sceatific 
methods  to  the  solution  of  such  problems;  not  less  than  five  years'  adminiB- 
trative  experience ;  practical  knowledge  of  farming ;  and  capacity  to  determine 
fruitful  lines  of  scientific  research,  to  organize  work,  and  to  direct  staib  of 
investigators  and  regulatory  workers/ 

Piincipal  Lines  of  Promotion 

From:  Associate  Chief,  Bureau  of  Plant  Industry;  Senior  Plant  Pathologist; 
Plant  Pathologist;  Senior  Plant  Physiologist;  Plant  Physiologist;  Senior 
Horticulturst ;  Horticulturist;  Senior  Agronomist;  Agronomist;  Senior 
Pomologlst;  Pomologist. 

Compensation  for  Class 

*    •    « 


POMOLOGY 


Title  of  Class: 

JUNIOR  POMOLOGIST  1210 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  scientific  work  in  connection  with 
experimental  and  practical  pomology,  and  related  work  as  required. 

Examples:  Pruning  and  spraying  orchards;  carrying  out  planned  trials  in 
fruit  culture;  making  crosses;  comparing  and  Identifjing  varieties;  abstract- 
ing reports;  keeping  records. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  pomology ; 
and  ability  to  read  scientific  French,  German,  or  Spanish. 

Principal  Lines  of  Promotion 

To :  Assistant  Pomologist. 

Compensation  for  Class 

Annual :   $1SOO-$1920-$2040-$2160 
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Title  of  Class: 
ASSISTANT  POMOLOGIST 

Specificatioiui  of  Class  t  22i) 

Duties:  ^  ^^U 

To  perform,  under  general  supervision,  scientific  work  In  connection  with 
experimental  and  practical  pomology  and  the  presentation  of  results  to  the 
public ;  and  to  perform  related  work  as  required. 

Examples:  Carrying  out  assigned  experiments  to  develop  new  fruits  by 
breeding  and  selection;  Identifying  varieties  and  determining  their  relative 
adaptability  to  shipment,  storage,  and, various  uses;  studying  the  influence  of 
soil  or  climate  upon  quality;  keeping  records;  reviewing  literature;  writing 
progress  reports. 

QiuJifieatiQfiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  botany  and  pomology ; 
at  least  two  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experi^ncQ  regarded  as  its  full  equivalent ;  and  ability  to  read  scientific 
French,  German,  or  Spanish. 

Pijndpal  Lines  of  Promotion 

From :  Junior  Pomologlst. 
To :  Associate  Pomologlst. 

Compensation  for  Class 

Annual:  $2400-^2520-$264a-$2760-$2880-^3000 


Tmjc  OF  Class  : 
ASSOCIATE  POMOLOGIST 

Specifications  of  Class  1221 

Duties:  t-w^wi 

To  perform,  independently  or  in  consultation  with  superiors,  work  of  impor- 
tance in  pomology,  involving  substantive  responsibility,  and  at  times  requiring 
the  exercise  of  supervisory  functions,  but  not  involving  the  determination  of 
policies. 

QoaMcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institntion  of  recognized  standing,  with  major  work  in  botany  and  pomology; 
at  least  three  years'  graduate  woric,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent;  ability  to  read  French,  and 
either  German  or  Spanish ;  and  ability  to  carry  on  independent  work. 

Principal  Unea  of  Promotion 

From :  Assistant  Pomologlst. 
To:  Pomologist. 

^  Compensation  for  Class 

Annual :  $a240-$3360  $3480-4360(V-$d720-$3840 


Title  of  Class: 

POMOLOGIST  t  9  P  P 

Specifications  of  Class 
Duties: 

To  perform,  Independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  pomology ;  to  plan  and  execute  research,  or  to  perform  adminis- 
trative work  arising  in  connection  with  the  prosecution  of  such  activities;  to 
propose  and,  in  some  cases,  to  determine  policies  under  existing  laws  and  regu- 
lations ;  and  to  carry  on  major  lines  of  related  work. 
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Qoalifications: 

j  Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 

institution  of  recognized  standing,  with  major  work  in  botany  and  pomology ;  at 
least  three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  prac- 
tical experience  regarded  as  its  full  equivalent;  not  less  than  5  years*  ex- 
perience In  the  successful  prosecution  or  administration  of  work  in  pomology; 
ability  to  read  French,  and  either  German  or  Spanish;  large  capacity  and 
proven  proficiency. 

Principal  Unes  of  Promotioii 

I^Yom :  Associate  Pomologlst. 

To:  Senior  Pomologlst;  Assistant  Chief,  Bureau  of  Plant  Industry;  Chlel, 
Bureau  of  Plant  Industry. 

Compensation  for  Class 

Annual:  $4140-$432(K450(M468a-^86a-^5040 


Title  of  Ciass  :   . 

SENIOR  POMOLOGIST  1  O  O  Q 

Specifications  of  Class  i^^O 

Duties: 

To  carry  on  the  most  advanced  lines  of  work  in  pomology ;  to  conduct  diffi- 
cult research ;  to  act  as  advisor  and  consulting  specialist  in  pomology ;  and  to 
perform  related  work  which  may  Involve  the  administration  as  well  as  the 
prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  pomology ;  at 
least  three  years'  graduate  work,  or,  In  the  absence  of  graduate  work,  practical 
experience  remrded  as  its  full  equivalent;  not  less  than  10  years*  experience 
in  the  successnil  prosecution  or  administration  of  work  In  pomology,  Involving 
the  exercise  of  substantive  responsibility ;  conspicuous  ability  proved  by  achieve- 
ment; and  scientific  maturity. 

Prindpal  Lines  of  Promotion 

From:  Pomologlst. 

To:  Assistant  Chief,  Bureau  of  Plant  Industry;  Chief,  Bureau  of  Plant  In- 
dustry. 

Conpensation  for  Class 


ZOOLOGY 


Title  of  Class  : 

JUNIOR  ZOOLOGIST  1224 

Specifications  of  Class 
Duties: 

To  perform,  under  Immediate  supervision,  scientific  work  in  systonatic  and 
economic  ssoology,  and  related  work  as  required. 

Examples :  Collecting  specimens ;  studying  the  habits  and  distribution  of  wHd 
animals;  assisting  in  laboratory  work;  identifying  animals;  caring  for  collec- 
tions ;  carrying  out  the  details  of  experiments  In  rodent  eradication,  or  In  game 
farmiilg. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  zoology;  and  ability  to 
read  scientific  French  or  German,  or  equivalent  language  training. 
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Principal  Lines  of  Promotion 

To :  Assistant  Zoologist 

Conpensatiim  for  Claaa 

Annual:  $1800-$1j92(M2040-$2160 


TnxEOF  Class: 
ASSISTANT  ZOOLOGIST 

Speeifications  of  Class  »    1225 

Duties: 

To  perform,  under  supervision,  scientific  work  in  systematic  and  economic 
zoology,  and  related  work  as  required. 

Examples:  Participating  in  exploring  expeditions;  making  observations  on 
the  habits  and  ecological  relations  of  animals  in  relation  to  wild  life  conserva* 
tion  or  to  industries;  assisting  in  studies  to  determine  the  relation  of  wild 
animals  to  public  health ;  classifying  animals  and  caring  for  collections ;  review- 
ing literature ;  taking  notes ;  writing  reports. 

QnaMcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  zoology;  at  least  two 
years'  graduate  work,  or.  In  the  absence  of  graduate  work,  practical  experience 
regarded  as  Its  full  equivalent;  and  ability  to  read  scientific  French  and  Ger- 
man, or  equivalent  language  training. 

Principal  Lines  of  Promotion 

From:  Junior  Zoologist. 
To:  Associate  Zoologist. 

Compensation  for  Class 

Annual:  $2400^$252(M264(>-$276(>-$2880^$8000 


Title  of  Class  : 
ASSOCIATE  ZOOLOGIST 

Speeifications  of  Class  i  ^i  O 

Dnties: 

To  perform,  IndlvlduaUy  or  In  consultation  with  superiors,  work  of  impor- 
tance in  scientific  and  economic  zoology,  involving  substantive  responsibility, 
and  at  times  requiring  the  exercise  of  supervisory  functions,  but  not  involving 
the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years'  graduate  work,  or,  In  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  Its  full  equivalent;  ability  to  read  scientific  French  and 
German,  or  equivalent  language  training;  and  ability  to  carry  on  independent 
work. 

Principal  Unoa  of  Promotion 

From :  Assistant  Zoologist 
To:  Zoologist. 

..  ^  Conpensation  for  Claaa 

Annual:  $3240-$3360-$3480-$3600-^720-$3S40 
ie4»l^— 20-HPT  2 36 
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Title  of  Class: 

ZOOLOGIST  1227 

Specifications  of  Class 
Duties: 

To  perform,  Independently  or  with  associates  or  subordinates,  work  of  major 
Importance  in  scientific  and  economic  zoology ;  to  plan  and  execute  research,  or 
to  perform  administrative  work  arising  in  connection  with  the  prosecution  of 
such  activities ;  to  propose,  and,  in  some  cases,  to  determine  policies  under  ex- 
isting laws  and  regulations ;  and  to  carry  on  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  zoology ;  at  least  three 
years*  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent;  not  less  than  five  years'  experience  In  the  suc- 
cessful prosecution  or  administration  of  work  in  zoology;  ability  to  read  French 
and  Gorman,  or  equivalent  language  training;  large  capacity  and  proven 
proficiency. 

Principal  Lines  of  Promotion 

From :  Associate  Zoologist. 

To:  Senior   Zoologist;   Assistant   Superintendent,   National   2k>ologlcal  Park; 
Senior  Biologist. 

Compensation  for  Class 

Annual :  $4140-$4320-$4500-$4680-$4860-$5040 


Title  of  Class  : 

SENIOR  ZOOLOGIST  1228 

Specifications  of  Class 
Duties: 

To  carry  out  the  most  advanced  lines  of  work  In  scientific  and  economic 
zoology ;  to  conduct  difllcult  research ;  to  act  as  advisor  and  consulting  special- 
ist In  zoology ;  and  to  perform  related  work  which  may  involve  the  administra- 
tion as  well  as  the  prosecution  of  research. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  zoology ;  at  least  three 
years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  experience 
regarded  as  its  full  equivalent ;  not  less  than  ten  years*  experience  in  the  suc- 
cessful prosecution  or  administration  of  work  In  zoology,  involving  the  exer- 
cise of  substantive  responsibility;  conspicuous  ability  proved  by  achievement; 
and  scientific  maturity. 

Principal  Lines  of  Promotion  ^ 

From:  Zoologist. 

To :  Chief,  Bureau  of  Biological  Survey ;  Senior  Biologist. 

Compensation  for  Class 


Title  of  Class  : 

ASSISTANT  SUPERINTENDENT,  NATIONAL  ZOOLOGICAL  PARK 

Specifications  of  Class  1.4fM  J 

Duties: 

To  assist  the  Superintendent  of  the  National  Zoological  Park  in  the  man- 
agement and  direction  of  the  affairs  of  the  park;  to  prepare  correspondence; 
to  provide  for  the  correct  labeling  of  animals;  to  arrange  for  autox^ies  and 
for  keeping  records  of  results ;  to  prepare  vital  statistics ;  to  assist  In  the  gen- 
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eral  supervision  of  animal  collections;  to  prepare  plans  for  cages  and  minor 
structures ;  to  establish  lines  and  grades  for  roads  and  walks ;  to  supervise  con- 
struction ;  and  to  perform  other  related  work. 

Qnalificatlons: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  zoology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  practical  experience  In  the  manage- 
ment of  Government  business  and  the  care  of  zoological  parks,  or  work  yielding 
similar  experience;  broad  knowledge  of  and  interest  in  animal  life;  resource- 
fulness and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  2^oologist. 

To:  Superintendent.  National  Zoological  Park. 

Compensation  for  Class 


Title  of  Class  : 

SUPERINTENDENT,  NATIONAL  ZOOLOGICAL  PARK 

Specifications  of  Class  t/^^l) 

Duties:  i^UU 

To  have  general  supervision  of  the  activities  of  the  National  Zoological  Park ; 
to  direct  its  employees  and  business  affairs  and  the  procuring  of  collections ;  to 
prepare  estimates;  to  identify  and  classify  mammals,  birds,  and  reptiles;  to 
f-onduct  research  in  connection  with  such  classification;  and  to  perform  other 
related  work. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  zoology;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical  ex- 
perience regarded  as  its  full  equivalent;  not  less  than  five  years'  experience 
in  the  management  of  zoological  parks  or  in  comparable  positions ;  administra- 
tive ability ;  broad  knowledge  of  and  interest  in  animal  life. 

Principal  Lines  of  Promotion 

From:  Assistant  Superintendent,  National  Zoological  Park. 

Compensation  for  Class 


OTHER  CLASSES  IX  THE  BIOLOGICAL  SCIEXCE  SERVICE 


Title  of  Class: 

SUPERINTENDENT,  CONGRESSIONAL  SEED  DISTRIBUTION 

Specifications  of  Class  1231 

To  supervise  the  congressional  seed  distribution;  to  determine  the  kind  and 
quality  of  seeds  required,  and  recommend  their  purchase ;  to  study  the  market 
in  order  to  secure  the  most  advantageous  purchasing  of  seeds  for  the  distribu- 
tion; to  inspect  the  growing  crops  of  seeds  on  contract  with  the  department; 
to  determine  their  quality  and  trueness  to  type;  and  to  perform  other  related 
work. 

» « 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  horticulture  and 
agronomy ;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
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work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  flre 
years*  experience  in  practical  seed  work;  thorough  familiarity  with  the  seed 
industry;  large  capacity  and  proven  proficiency. 

Compensation  for  Class 

*    *    * 


TrruB  OF  Class: 

DIRECTOR,  STATES  RELATIONS  SERVICE 

Specifications  of  Class  LfCo^ 

Duties: 

Under  general  direction  of  the  Secretary  of  Agriculture,  to  have  administra- 
tive charge  of  the  activities  of  the  States  Relations  Service  of  the  United 
States  Department  of  Agriculture ;  to  consider  and  take  action  on  general  State* 
relations  problems  referred  by  the  Secretary ;  to  supervise  the  exiiendltures  of 
Federal  grants  to  State  agricultural  experiment  stations  and  State  agricultural 
colleges,  in  accordance  with  law;  to  administer  Federal  experiment  stations 
in  Alaska,  Hawaii,  Porto  Rico,  Guam,  and  the  Virgin  Islands ;  to  direct  the 
investigations  and  research  work  of  the  States  Relations  Service ;  to  serve  on 
department  committees  and  special  commissions ;  and  to  perform  other  related 
work. 

Qiialificatioas:* 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing ;  at  least  three  years*  graduate  work,  or, 
in  the  absence  of  graduate  work,  practical  experience  regarded  as  its  fall 
equivalent ;  not  less  than  five  years'  administrative  experience  In  dealing  with 
agricultural  and  educational  matters;  broad  knowledge  of  agricultural  and 
educational  matters  with  special  reference  to  rural  problems;  and  ability  to 
organize,  inspire,  and  direct  forces  of  scientific  and  agricultural  educational 
workers. 

Compensation  for  Class 


Title  of  Class: 

ASSOCIATE  EDITOR,  EXPERIMENT  STATION  RECORD 

Specificationa  of  Class  12^1^ 

Duties:  ^f^t}U 

Under  general  direction,  to  represent  the  editor  in  the  routine  managemcLt 
of  the  Experiment  Station  Record,  including  the  assembling  and  critical  exami- 
nation of  abstracts  and  the  preparation  of  editorials  on  scientific  topics;  and 
to  perform  other  related  work. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  courses  in  general  and  agricultural 
science;  at  least  three  years'  graduate  work,  or,  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  working  knowledge 
of  modern  languages;  ability  to  appraise  research  publications  and  abstract?; 
proven  ability  as  an  administrator  and  writer;  and  scientific  maturity. 

Compensation  for  Class 

4r        *        * 


TrrLE  OF  Class: 

SCIENTIFIC  AND  ADMINISTRATIVE  ASSISTANT  IN  AGRICULTURAL 

RESEARCH  1  OO  ^ 

Specifications  of  Class  4.^0 4 

Duties: 

To  act  as  scientific  and  administrative  assistant  in  the  States  Relations 
Service  in  connection  with  activities  arising  under  the  Hatch  and  the  Adams 
Acts;  to  make  field  inspections  of  research  work  and  expenditures  at  State 
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experiment  stations  to  determine  tlieir  fitness  for  approval  under  the  limita- 
tions of  the  Act^; ;  to  advice  upon  the  scientific  and  legal  merits  and  the  fitness 
of  research  projects  submitted  for  approval  under  the  Adams  Act;  to  examine 
reports,  manuscripts,  and  papers,  and  to  conduct  correspondence  relative  to 
experiment  station  work;  to  gather  material  and  write  reports  for  the  director 
of  the  States  Relations  Service  on  the  work  conducted  under  the  Hatch  and 
Adams  Acts ;  and  to  perform  other  related  work. 

Qnalillcatiaiifl: 

TrainlDiBr  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  science  and  its  applica- 
tions to  agriculture;  at  least  three  years'  graduate  work,  or,  in  the  absence  of 
graduate  work,  practical  experience  regarded  as  its  full  equivalent;  not  less 
than  five  years'  experience  in  the  successful  prosecution  or  administration  of 
agricultural  research,  two  years  of  whidi  shall  have  been  in  an  administrative 
capacity ;  ability  to  read  scientific  French  and  German,  or  equivalent  language 
training;  administrative  ability  and  scientific  maturity. 

Compensation  for  Class 


Title  of  Glass: 

CHIEF,  OFFICE  OF  EXPERIMENT  STATIONS  AND  EDITOR  OF  EX- 
PERIMENT STATION  RECORD 

SpedficHtions  of  Chm  ^  ^t)  t ) 

Duties: 

Under  general  direction,  to  supervise  the  work  of  the  Ofiice  of  Experiment 
Stations;  to  supervise  the  work  and  expenditures  of  State  experiment  sta- 
tions under  Federal  appropriations;  to  act  as  editor  of  the  Experiment  Sta- 
tion Record ;  and  to  perform  other  related  work. 

Qnalilications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  courses  in  general  and  agricultural 
science;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  tihan  five 
years'  experience  in  the  successful  prosecution  or  administration  of  agri- 
cultural research;  working  knowledge  of  modern  languages;  proven  ability 
as  an  administrator  and  writer;  and  scientific  maturity. 

Compensation  for  Class 

•        «        4r 


Title  of  Class: 

CHIEF,  OFFICE  OF  INSULAR  EXPERIMENT  STATIONS 

Spedfleations  of  Class  1  0  0«« 

Duties:  I  ^OV 

Under  general  direction,  to  administer  the  work  of  Federal  agricultural 
experiment  stations  in  Alaska,  Hawaii,  Porto  Rico,  Guam,  and  the  Virgin 
Islands;  to  assist  in  the  inspection  of  the  work  and  expenditures  of  State- 
agricultural  experiment  stations  under  Federal  appropriations;  to  prepare  and 
edit  abstracts  of  scientific  literature  for  the  Experiment  Station  Record;  and 
to  perform  other  related  work. 


Training  equivalent  to  that  represented  by  graduation  with  a  degree  from. 
an  institution  of  recognised  standing,  with  courses  in  general  and  agricultural 
science;  at  least  three  years'  graduate  work,  or,  in  the  absence  of  graduate- 
work,  practical  experience  regarded  as  its  full  equivalent;  not  less  than  five 
years'  experience  in  the  prosecution  or  administration  of  agricultural  research ;: 
worlLlng  knowledge  of  modern  languages;  proven  ability  as  an  administrator 
and  writer;  and  scientific  maturity. 

CoapeiiMtion  for  Class 

•    •    * 
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Name  of  Group  of  Classes  : 

SCIENTIFIC  EDITOR  AND  COUNSELOR 

Titles  df  Typical  Classes  in  Group  : 

Scientific  Editor  and  Counselor  (Plant  Pathology) 

Scientific  Editor  and  Counselor  (Animal  and  Dairy  Husbandry) 

Scientific  Editor  and  Counselor  (Agricultural  Chemistry  and  ^grpt^^hny) 

Specifications  of  Classes  in  Group         1  237 
Duties:  r'^v 

To  prepare  abstracts  in  assigned  branches  of  science,  from  technical  literature 
In  English  and  foreign  languages,  for  the  Experiment  Station  Record;  to  ad- 
vise upon  the  scientific  merits  and  fitness  of  research  projects  in  the  assigned 
branches  submitted  by  State  experiment  stations  for  approval  under  the  Adams 
Act;  to  examine  reports,  manuscripts,  and  papers  on  such  subjects;  to  conduct 
correspondence  and  to  give  information  and  advice  v^ithln  a  specific  field; 
and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  courses  in  general  and  agricultural 
science;  at  least  three  years*  graduate  work,  or,  in  the  absence  of  graduate 
work,  practical  experience  regarded  as  its  full  equivalent;  special  training 
iq  modern  languages;  ability  to  appraise  research  publications  and  to  prepare 
accurate  and  concise  abstracts. 

Special  Qualifications: 

For  each  class  in  the  ^oup,  scientific  specialization  in  a  given  field  or  fields, 
as  indicated  by  the  title  of  that  class. 

Compensation  for  Classes  in  Group 


O^TLB  OF  Class  : 
BOTANICAL  SEARCHER 

Specifications  of  Class  1^88 

Duties: 

To  review  special  botanical  literature;  to  abstract  articles;  to  make  card 
Index  records ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  botany  and  literatare. 

Compensation  for  Class 


Title  of  Class  : 
TECHNOLOGICAL  BOTANIST 

Specifications  of  Class  i-^tit' 

Duties: 

To  perform,  Individually  or  with  associates  or  subordinates,  work  on  the 
agronomic,  economic,  and  technological  phases  of  the  production  and  utlUzation 
of  medicinal  plants,  essential  oils,  and  vegetable  oils,  and  on  the  distribution 
and  the  toxic  principles  of  poisonous  plants :  or  to  perform  administrative  work 
arising  in  connection  with  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  witli  major  work  in  botany  and  its  appli- 
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cations;  at  least  three  years*  graduate  work,  or,  In  the  absence  of  graduate 
work,  practical  experience  regarded  as  Its  full  equivalent ;  not  less  than  five 
years*  experience  in  the  successful  prosecution  or  administration  of  work  in 
technological  botany;  ability  to  read  French  and  German,  or  equivalent  lan- 
guage training;  large  capacity  and  proven  proficiency. 

Compensation  for  Class 

«    *    • 


TmLE  OF  Class: 

INVESTIGATOR  IN  STOCK  POISONING  1  O  W\ 

Specifications  of  Class  J  ^  Tt  U 
Duties: 

To  collect  information  in  regard  to  poisonous  plants;  to  determine  by  chem- 
ical examination  and  feeding  experiments  their  poisonous  principles  and  effects, 
with  special  reference  to  live  stock  and  the  development  of  methods  of  avoiding 
losses ;  and  to  perform  other  related  work. 

QnalifieationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  science;  not  less  than 
three  years*  graduate  work,  including  animal  pathology  and  toxicology,  or,  in 
the  absence  of  graduate  work,  practical  experience  regarded  as  its  full  equiva- 
lent; not  less  than  five  years'  experience  in  work  in  animal  pathology  and. 
toxicology;  ability  to  read  scientific  French  and  Grerman,  or  equivalent  lan- 
guage training;  and  proven  proficiency. 

Compensation  for  Class 


Title  of  Class: 

ASSISTANT  IN  SLAUOHTBRING  AND  CURING  i  O  1  i 

Specifications  of  Class  1^41 

Duties: 

Under  general  direction,  to  supervise  the  killing  of  animals,  chilling  and 
cutting  of  carcasses,  curing  and  smoking  of  meats,  and  rendering  of  lard;  to 
study  the  relative  values  of  various  cures  on  meats  from  different  grades  of 
carcasses;  to  maintain  records;  to  select  meats  for  exhibition  purposes;  to 
lumlsh  information  regarding  killing  of  animals  and  curing  of  meat;  to  do 
extension  work ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
general  knowledge  of  meats ;  thorough  knowledge  of  killing,  curing  and  cutting ; 
ability  to  address  audiences  and  to  present  facts  clearly. 

Principal  Lines  of  Promotion 

Conpensatioa  for  Class 

*    *    • 


31.  THE  CHAPLAIN  SERVICE 


TM%  service  includes  classes  of  positions,  the  duties  of  which  are  to  minister 
to  the  spiritual  needs  of  persons  in  the  care  or  custody  of  the  Oovemmmt. 


CHAPLAIN 


TiTLB  OP  Glass  : 
CHAPLAIN 

Specifications  of  CIam  1242 

Duties:  i-'i^ 

To  minister  to  the  spiritual  requirements,  welfare,  and  comfort  of  persons 
In  the  employ,  care,  or  custody  of  the  Government;  to  assist  in  the  restora- 
tion of  inmates  of  a  correctional  institution  to  normal  social  status  by  educa- 
tional and  religious  instruction ;  and  to  perform  other  related  work. 

Qualifications: 

A  certificate  or  license  as  a  minister  in  a  church  or  congregation ;  not  leas 
than  two  years'  experience  In  pastoral  service;  and  such  additional  qualifica- 
tions as  to  education  and  adaptability  for  the  position  in  question  as  may  be 
required  by  the  board  of  control  of  the  institution  in  which  the  work  Is  per- 
formed. 

Compensation  for  Class 

Annual:  $1,500 
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32.  THE  COMMUNITY  AND  RECREATION  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or*  to  perforin  tcork  relating  to  public  recreation,  or  to  the  organization  and 
direction  of  playground,  community,  civic,  or  related  activities. 

GoMMUMiTT  Work: 

AMiatuit  C«maiianit7  OtcTitaiy 
Commanlty  Saenterr 
EzMatfT*  Saentery*  Gownl  GMe  Goiter 
SapcrrlsQr  «f  Comananlty-Ccnter  Dandns 

AnteteBt  G«Mnl  Bttntuj  tf  CwwowHy  OniBtottoii    DMikl  tf  CMmUa 
GcMtal  Saenterr  •<  Commmaitf  OrganlHitlm— Dbtifct  if  rJa^Mi 

Spedaltet  tii  C«Bim«iHr  OqpaalntteB 

BSCRBATION  : 

Play  Ijuudm 

Aaiifltant  PlaygrMuid  Director 

Plajgrouid  Director 

Life  Gawrd 

Director  ol  Swlmmlnc 

Svpecrlsor,  In  duuv*  of  PlaTsreuid  Tniming  Qnt 

Saperrlsor  ot  Spectol  Bventa 

Baperrlsor  mi  AtUetke 

SvpertatondcBt  ot  M nidiMa  Beenstieii— Dirtrlcl  ef  CelaaMa 


COMMUNITY  WORK 


TiTUB  OF  Glass  : 

ASSISTANT  COMMUNITY  SECRETARY 

Speeifications  of  Class  1  24  ^> 

Duties:  ^^ 

To  assist  in  the  direction  of  the  educational  and  recreational  comiiniiiity  activ- 
ities of  children,  youths,  and  adults ;  to  act  as  the  agent  of  the  adults  of  the 
community  in  their  use  of  the  school  building  for  community  purposes ;  to  assist 
the  Community  Secretary  in  the  care  of  school  buildings  cmd  equipment;  to 
keep  records  of  activities ;  to  prepare  reports  for  the  Qeneral  Secretary  of  Com- 
munity Organization ;  to  act  for  the  Community  Secretary  in  his  absence ;  and 
to  perform  related  work  as  required. 

Qoalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
initiative,  tact,  and  good  address. 

Principal  lines  of  Promotion 

To:  Community  Secretary. 

Compensation  for  Class 

Per  night:  $3 


Title  of  Class  : 

COMMUNITY  SECRETARY  (ELECTED  BY  THE  PEOPLE  OF  THE  COM- 


MUNITY FOR  A  TERM  OP  ONE  YEAR)  1244 
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Specifications  of  Class 
Duties: 

Under  the  direction  of  the  General  Secretary  of  Community  Organization,  to 
be  responsible  for  the  care  and  safety  of  school  property  and  equipment  during 
the  time  the  school  building  is  in  use  for  community  activities ;  under  the  direc- 
tion of  the  local  community  association,  to  organize  or  assist  in  organizing  and 
conducting  special  civic,  social,  recreational,  and  educational  activities  outside 
of  regular  school  activities;  to  outline  programs  for  clubs  and  other  organiza- 
tions; to  cooperate  with  agencies  interested  in  community  work;  and  to  per- 
form related  work  as  required. 

Qnalificattons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  one  year's  successful  experience  in  community  work;  administratiTe 
ability ;  initiative,  leadership,  tact,  and  good  address. 

Principal  Lines  of  Promotion 

From :  Assistant  Community  Secretary. 

To:  Assistant  General  Secretary  of  Community  Organization;  General  Secre- 
tary of  Community  Organization ;  Executive  Secretary,  General  Civic  Center. 

Compensation  for  Class 

Annual :  $120(M1?60-$132(>-$138(>-$1440-$1500 


Title  OF  Class: 

EXECUTIVE  SECRETARY,  GENERAL  CIVIC  CENTER 

Specifications  of  Class  1 2  4  0 

Duties: 

To  be  responsible  to  the  General  Secretary  of  Community  organization  for 
organizing  and  conducting  community  center  activities  of  city-wide  interest  at 
the  general  civic  center.  Central  High  School ;  to  make  available  to  the  adnlts, 
youth,  and  children  of  the  city,  the  recreational  facilities  of  the  Central  Higli 
School;  to  arrange  programs  of  a  civic,  recreational,  and  educational  nature: 
to  arrange  for  special  seasonal  celebrations ;  to  assist  the  General  Secretary  in 
planning  special  programs,  such  as  those  for  carnivals  and  festivals  on  a  large 
scale ;  with  the  approval  of  the  Board  of  Education  and  the  Superintendent  of 
Schools,  to  supervise  the  use  of  the  auditorium  and  other  liigh-school  facilities, 
for  meeting  and  programs  of  Government  departments  and  private  organiza- 
tions ;  to  supervise  the  work  of  the  employees  of  the  general  civic  center  paid 
from  private  funds ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  training  in  sociology  and  economics ;  not  less  than  one  year's 
successful  experience  in  community  work;  administrative  ability;  inltlatlTe, 
leadershp,  tact,  and  good  address. 

Principal  Lines  of  Promotion 

From :  Community  Secretary ;  Playground  Director. 
To:  General  Secretary  of  Community  Organization. 

Compensation  for  Class 

Annual :  $18OO-$186O-$192O-$108(>-$2O4O-^21OO 


Tttlb  of  Class  : 

SUPERVISOR  OF  COMMUNITY-CENTER  DANCING 

Specifications  of  Class  1  O  /Vit 

Duties:  1<^4D 

Under  the  direction  of  the  General  Secretary  of  Community  Organization,  to 
organize  classes  for  Instruction  In  rhythm  and  dancing ;  to  supervise  social  danc- 
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ing;  to  help  select  dancing  teachers  throughout  the  community  centers;  to 
assist  in  arranging  programs  for  various  organizations;  to  plan  and  prepare 
for  the  making  of  costumes ;  to  select  music  and  arrange  for  orchestration ;  to 
secure  accompanists,  singers,  and  orchestras;  to  arrange  for  the  making  of 
properties ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  in  rhythm  and  dancing  of  all  periods;  musical  training;  at 
least  one  year's  experience  in  planning  and  conducting  community  events;  teach- 
ing ability;  leadership;  attractiveness  and  grace. 

Compensation  for  Class 

Annual :  $180(>-|1860-$192a-$1980-^204a-$2100 


Ttflb  or  Class  : 

ASSISTANT    GENERAL   SECRETARY   OF   COMMUNITY   ORGANIZA- 
TION— DISTRICT  OF  COLUMBIA 


Specifications  of  Class  1  24  V 


Under  the  supervision  of  the  General  Secretary  of  Community  Organization,  to 
organize  community  centers  and  clubs  within  the  centers,  for  the  conduct  of 
civic,  social,  educational,  and  recreational  activities;  to  stimulate  interest  in 
such  activities  through  the  local  community  secretaries ;  to  make  addresses  and 
prepare  press  articles  on  the  community  center  movement;  to  attend  confer- 
ences and  cooperate  with  leaders  in  the  various  Government  departments  ana 
other  public  and  private  organizations ;  to  arrange  for  the  use  of  motion-picture 
films;  to  be  responsible  for  the  assignment  of  community  center  school  build- 
ings to  various  organizations  for  special  use;  to  answer  correspondence  on 
community  problems ;  to  act  for  the  General  Secretary  of  Community  Organiza- 
tion in  his  absence ;  and  to  perform  related  work  as  required. 

Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation'  from  high  school; 
preferably  some  training  In  sociology  or  economics;  not  less  than  one  year's 
successful  experience  in  organizing  community  work;  administrative  ability; 
initiative,  leadership,  tact,  and  good  address. 

Principal  Lines  of  Promotion 

From:  Gonmiunity  Secretary;  Playground  Dirsetor. 
To:  General  Secretary  of  Community  Organization. 

Compensation  for  Class 

Annual:  $180O-$18e0-4192O-$198O-$204O-$2100 


TiixE  OF  Class  : 

GENERAL  SECRETARY  OF  COMMUNITY  ORGANIZATION— DISTRICT 
OF  COLUMBIA 

Specifications  of  Class  1  9^ 5s: 

Duties:  l^H-^ 

To  be  responsible  to  the  Superintendent  of  Schools  of  the  District  of  Columbia 
for  the  organization  and  supervision  of  community  centers  in  public  school 
buildings ;  through  these  organized  local  communities  to  bring  the  people  into 
direct  contact  with  the  departments  of  the  Federal  and  municipal  governments 
and  with  private  organizations;  to  act  as  a  medium  of  communication,  concern- 
ing community  matters,  between  the  people  of  the  organized  communities  and 
the  board  of  education ;  to  cooperate  with  organizations  dealing  with  community 
problems;  to  participate  In  civic  and  patriotic  activities;  to  recommend  appoint- 
ments for  the  departments;  to  recommend  additional  lighting  and  equipment 
and  other  changes  In  buildings  used  as  community  centers ;  to  sign  orders,  requi- 
sitions, vouchers,  and  pay  rolls;  to  make  reports;  and  to  perform  other  related 
work. 
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Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  several  years'  successful  experience  in 
active  work  in  social  and  community  organization;  administrative  ability;  ini- 
tiative, leadership,  and  good  address. 

Principal  Lines  of  Promotion 

From:  Assistant  General   Secretary  of  Community  Organization;  B^ecotlTe 

Secretary,  General  Civic  Center ;  Community  Secretary. 
To :  Specialist  in  Community  Organization. 

Compensation  for  Class 

Annual:  $3000 


1240 


Title  of  Cjlass: 

SPEaALIST  IN  COMMUNITY  ORGANIZATION 

Specificationa  of  Class 
Dnties: 

Under  the  general  direction  of  the  Commissioner  of  Education,  to  give  advice 
and  assistance  to  State,  county,  and  local  educational  officers  and  others  in 
forming  and  maintaining  community  organizations;  to  formulate  and  demon- 
strate procedures  by  which  public  school  machinery  and  equipment  may  be  used 
for  appropriate  civic,  economic,  and  recreational  activities,  such  as  providing 
for  a  coordination  of  public  school  community  centers  with  the  pared  post 
service ;  to  prepare  bulletins,  magazine  articles,  and  books  upon  various  phases 
of  community  organization;  to  answer  Inquiries  and  participate  in  conferences; 
to  deliver  addresses  at  conventions;  to  give  courses  of  lectures  at  sammer 
schools;  to  establish  new  departments  in  community 'organization  in  colleges 
and  universities ;  to  assist  other  departments  of  the  Federal  Government  in 
community  enterprises ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  special  training  in  community  work;  five 
years'  successful  experience  in  educational  administration,  in  some  form  of 
sociological  work  or  preferably  in  community  organizatloh }  ability  to  write  and 
speak  clearly  and  forcibly ;  tact  and  personality. 

Principal  Lines  of  Promotion 

From :  General  Secretary  of  Community  Organization. 

Compensation  for  Class 

•    •    • 


RECREATION 


Title  of  Class  : 

PLAY  LEADER • 

Specifications  of  Class  i  O  r: /\ 

Dirti«s:  l^OU 

To  assist  a  Playground  Director  in  organizing  boys'  or  girls'  activities,  in 
acting  as  referee  for  sports,  in  conducting  story  hours  for  children  and  classes 
In  industrial  work  and  handicrafts,  in  playing  Ting  games  with  small  children, 
and  in  leading  in  games;  to  assume  charge  of  the  playground  in  the  absence 
of  the  director ;  and  to  perform  related,  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  hlgb.  school; 
special  training  in  playground  work ;  enthusiasm  and  tact 

Principal  Lines  of  Promotion 

To :  Assistant  Playground  Director. 

Compensation  for  Class 

Annual:  $1080 

*  Play  leaders  are  employed  for  part  time  only. 
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TnxB  OF  Glass  : 

ASSISTANT  PLAYGROUND  DIRECTOR  1  Or 

Speeificatioiw  of  Class  ^  ^^  1 

Duties: 

Under  the  superrision  of  a  Playground  Director,  to  lead  children  in  play ;  to 
stimulate  and  direct  gymnastics  and  sports ;  to  conduct  story  hours  for  children 
and  informal  classes  in  industrial  work  and  handicrafts ;  to  be  responsible,  for 
the  management  of  the  playground  in  the  absence  of  the  playground  director; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  and  not  less  than  two  weeks'  practical  experience  in  play- 
ground work ;  initiative,  enthusiasm,  firmness,  and  fairness. 

Principal  Lines  of  Promotion 

From :  Play  Leader. 
To:  Playground  Director. 

Compensation  for  Class 

Annual:  $1080 

Title  of  Class  : 
PLAYGROUND  DIRECTOR 

Specifications  of  Class  l\^0^ 

Duties: 

To  be  responsible,  under  the  direction  of  the  Superintendent  of  Municipal 
Recreation,  for  the  operation  and  maintenance  of  a  playground  equipped  princi- 
pally for  outdoor  activities ;  to  plan  and  direct  the  activities  of  the  playground ; 
to  stimulate  recreational  activities  in  the  adjoining  neighborhood;  and  to  per- 
form related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  in  playground  work;  not  less  than  six  months'  experience  on 
a  playground  as  an  Assistant  Payground  Director ;  initiative,  enthusiasm,  firm- 
ness, and  fairness. 

Principal  Lines  of  Promotion 

From :  Assistant  Playground  Director. 

To :  Supervisor  of  Athletics ;  Supervisor  of  Special  Events ;  Director  of  Swim- 
ming; Assistant  General  Secretary  of  Community  Organization;  Executive 
Secretary,  General  Civic  Center. 

Compensation  for  Class 

Annual :  $1200-$126(M51320-$138O-$144a-$150O 


Title  of  Class  : 
LIFE  GUARD 

Specifications  of  Class  |  2 13  f  I 

Duties:  "    "* 

To  watch  bathers  in  a  municipal  swimming  pool  in  order  to  prevent  drown- 
ings and  mishaps;  to  teach  swimming;  to  maintain  a  good  moral  tone;  to  be 
responsible  for  the  cleanliness  and  sanitary  condition  of  the  pool,  water,  dress- 
ing rooms,  showers,  and  toilets ;  and  to  perform  related  work  as  required. 

QQaMcations: 

Common  school  education ;  ability  as  an  expert  swimmer ;  knowledge  of  arti- 
ficial respiration;  courage  and  alertness;  physical  strength  and  endurance. 

Principal  Lines  of  Promotion 

To :  Director  of  Swimming. 

Compensation  for  Class 

Annual:  $1080 
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Title  of  Class  : 

DIRECTOR  OF  SWIMMING  ^  Ckr  ' 

1  ^u4 

Specifications  of  Class  m^*^^  j. 

Duties: 

To  be  responsible,  under  tbe  direction  of  the  Superintendent  of  Municipal 
Recreation,  for  the  maintenance  and  supervision  of  the  batliing  beach;  to 
instruct  life  guards  and  swimming  teachers;  to  pass  upon  their  qualifications; 
to  plan  and  conduct  swimming  and  life-saving  meets  and  demonstrations;  to 
maintain  order,  and  be  responsible  for  maintaining  the  pools  in  a  sanitary  con- 
dition ;  to  supervise  the  life  guards,  attendants,  key  boys,  and  special  watchmen 
employed  at  the  bathing  beach ;  and  to  perform  related  work  as  required. 

Qnalifications: 

Common  school  education ;  technical  training  and  demonstrated  ability  in  life- 
saving  and  diving ;  personal  force  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Life  Guard;  Playground  Director. 

Compensation  for  Class 

Annual :  $1200-$1260-$1320-$1380-$1440-$1500 


Title  of  Class  : 

SUPERVISOR,  IN  CHARGE  OF  PLAYGROUND  TRAINING  CLASS 

Specifications  of  Class  '  .L&oi) 

Duties: 

Under  the  direction  of  the  Superintendent  of  Municipal  Recreation,  (1)  to  be 
responsible  for  the  operation  and  maintenance  of  a  playground  equipped  prin- 
cipally for  outdoor  activities;  to  plan  and  direct  the  actiyities  of  the  pUiy- 
ground;  to  stimulate  recreational  activities  in  the  adjoining  neight)orhood ;  (2) 
to  be  responsible  for  the  direction  of  the  training  class  for  playground  workers; 
to  instruct  the  members  of  the  training  class  in  games,  sports,  handicrafts, 
dancing,  and  the  theory  and  methods  of  public  recreation ;  and  to  perform  other 
related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiool; 
special  training  in  playground  work ;  proven  ability  as  a  Playground  Director ; 
teaching  ability ;  initiative,  enthusiasm,  firmness,  and  fairness. 

Principal  Lines  of  Promotion 

Prom:  Playground  Director. 

To :  Superintendent  of  Municipal  Recreation. 

Compensation  for  Class 

Annual:  $1500. 


Title  of  Class  : 

SUPERVISOR  OF  SPECIAL  EVENTS  i  O  r  O 

Specifications  of  Class  IdOv 

Duties: 

To  be  responsible,  under  the  direction  of  the  Superintendent  of  Municipal 
Recreation,  for  organization  and  instruction  in  pageantry,  dramatics,  music, 
(lancing,  and  handicrafts,  and  for  special  features  and  events  throughout  the 
municipl  playground  system ;  to  assist  each  director  in  planning  and  conducting 
productions,  in  training  groups  of  children,  and  in  organizing  and  conducting 
handicraft  work  on  his  own  playground;  to  stimulate  cooperative  enterprises 
and  to  cooperate  with  Government  departments  in  special  activities,  as,  for  in- 
stance, in  "Children's  Year"  and  the  United  States  School  Garden  Army;  and 
to  perform  other  related  work. 
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Qualifications: 

Training  equivalent  to  that  i^epresented  by  graduation  from  high  school;  spe- 
cial training  in  music,  dramatics,  and  handicrafts;  several  years*  successful 
experience  in  training  groups  of  children ;  initiative,  enthusiasm,  firmness,  and 
fairness. 

Principal  Lines  of  Promotion 

From:  Playground  Director. 

Tu :  Superintendent  of  Municipal  Recreation. 

Compensation  for  Class 

Annual:  $1500 


Title  of  Class: 
SUPERVISOR  OF  ATHLETICS 

Specifications  of  Class  1  ^  <i  i 

Duties: 

To  be  responsible,  under  the  direction^  of  the  Superintendent  of  Municipal 
Recreation,  for  athletics  and  other  activities  throughout  the  municipal  play- 
grounds; to  help  each  playground  director  to  plan  and  direct  activities  on 
his  own  playground ;  to  plan  and  supervise  interplayground  leagues  and  meets, 
such  as  baseball,  basketball,  tennis,  track,  and  indoor  meets;  to  plan  and 
supervise  similar  leagues  and  meets  of  the  public  elementary  schools;  to 
assist  in  clerical  work  In  the  office  of  the  superintenilent  of  municipal  rec- 
reation ;  and  to  perform  other  related  work  as  required. 

Qualifications: 

Training,  eqniyalent  to  that  represented  by  graduation  from  high  school; 
special  training  In  the  practice  and  theory  ^f  public  recreation  and  in  physical 
training  and  gymnastics;  proven  ability  as  a  Playground  Director;  initiative; 
enthusiasm;  firmness;  and  fairness. 

Prineipal  Lines  of  Promotion 

From:  Playground  Director. 

To:  Superintendent  of  Municipal  Recreation. 

Compensation  for  Class 

Annual:  $1500 


TiTLS  OF  GiASs:  * 

SUPERINTENDENT  OF  MUNiaPAL  RECREATION— DISTRICT  OF  CO- 
LUMBIA 

Specifications  of  Class  1  P  ^  ^ 

Dnties:  l.wtJO 

To  be  responsible  to  the  Commissioners  of  the  District  of  Columbia  for  the 
administration  of  the  municipal  playground  system,  swimming  pools,  and 
municipal  bathing  beach,  and  for  the  purchase  and  construction  of  equip- 
ment ;  to  direct  the  preparation  of  programs  of  activities,  including  occasional 
festivals,  pageants,  and  patriotic  demonstrations;  to  stimulate  interest  in  con- 
structive  handicraft;  to  make  assignments  and  transfers  of  workers  in  the 
deparment;  to  sign  orders,  requisitions,  vouchers,  and  pay  rolls,  and  to  make 
reports ;  and  to  perform  other  related  work. 

Qnalifioitlonfl: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  three  years'  successful 
experience  in  recreational  activity;  thorough  familiarity  with  the  field  of 
municipal  facilities  for  recreation;  community  spirit;  and  administrative 
ability. 

Principal  lines  of  Promotion 

From :  Supervisor  of  Athletics ;  Supervisor  of  Special  Events  and  Handicrafts ; 
Supervisor,  in  charge  of  Playground  Training  Class. 

Compensation  for  Class 

Annual:  $3000 


33.  ECONOMIC  AND  POLITICAL  SCIENCE  SERVICE 


Thia  service  includes  classes  of  positumA,  the  duties  of  which  are  to  supervin 
or  to  perform  vx>rk  requiring  speoiaUzed  knowledge  of  the  economics  of  the 
production^  exchange,  distribution,  and  consumption  of  wealth,  other  fAofi 
agHcuUural  wealth,  or  of  foreign  affairs  and  intematicnal  relations. 

BcoNOMic  Scibncb: 
Junior  Economint 
Aniitant  Bconomlit 
Anoeiate  EeMiomlst 
Eemiomiit 
Scsilor  Economist 

Mombor,  AtMao/tj  Tax  Board 

Chlof  Economist,  Federal  Trade  Commlaelon 

Diroetert  Bnnan  of  Foreign  and  Domeatic  Commerce 

Political  Scixncb  : 

Beeearch  Spedallat  in  Foreign  Affain 


ECONq^IC  SCIENCE 


Title  or  Ciabs: 
JUNIOR  ECONOMIST 


Specifications  of  Class  19^0 


Duties: 

Under  immediate  supervision,  to  collect  and  arrange  data  in  connection  with 
economic  investigations  or  economic  research;  to  assist  superiors  in  work 
which  requires  a  knowledge  of  the  theory  of  economics ;  and  to  perform  neces- 
sary field  ant}  other  related  work  as  required. 

Examples :  Collecting  economic  data  for  the  use  of  superiors,  from  statistical 
records,  published  documents,  Industrial  and  other  business  establishments,  or 
other  sources;  summarizing  offlcial  publications  of  foreign  countries  on 
economic  questions;  assembling  economic  data  for  use  in  answering  requests 
for  information  from  Federal  departments,  private  firms  and  other  Inquirera 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  In  economics;  one 
year's  successful  experience  in  research  in  economics,  or  one  year  of  graduate 
study  in  this  field. 

Principal  Lines  of  Promotion 

To:  Assistant  Economist. 

Compensation  for  Class 

Annual:  $180(>-$192a-$2040-$2160. 


Title  of  Class  : 

ASSISTANT  ECONOMIST 

Specifications  of  Class  1  2  G  0 

Duties: 

Under  general  direction,  to  collect  and  analyze  data  in  connection  with  Id- 
vestigations  or  research  in  the  general  economic  field,  or  utider  Inmiediate  su- 
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perrision,  to  conduct  minor  economic  investigations  or  research;  to  assist  in 
writing  reports  and  in  handling  correspondence,  questionnaires,  and  schedules ; 
and  to  perform  necessary  field  and  other  related  work  as  required. 

Examples :  Ck)llecting,  compiling,  and  ana^zing  information  on  United  States 
commerce  with  foreign  countries ;  collecting,  compiling  and  analyzing  statistical 
and  other  data  relative  to  commodity  production,  supply,  demand  and  distribu- 
tion; analyzing  and  interpreting  data  covering  the  cost  of  production,  the 
profits  or  investments  of  onrporations ;  collecting  information  relative  to  price 
DoUcies,  distribution  methods,  or  competitive  conditions  in  various  industries; 
collecting  and  interpreting  data  on  the  foreign  trade  and  tariff  policies  of  for- 
eign countries ;  investigating  unfair  methods  of  competition,  or  specific  phases  of 
international  trade. 

Qaalifieattoiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  in  economics,  and  by 
one  year's  graduate  study  in  this  field ;  two  years*  successful  experience  in  eco- 
nomic research. 

Principal  Lines  of  Promotion 

From :  Junior  Economist. 
To :  Associate  Economist. 

Compensation  for  Class 

Annual:  $2400-92520-$2640-^2760-$2880-^3000 


Tpfls  of  Class  : 

ASSOCIATE  ECONOMIST  1  O  C!  i 

Specifications  of  Class  1  ^  0 1 

Duties: 

Under  general  direction,  to  be  responsible  for  minor  economic  investigations 
and  research,  or  to  assist  in  the  direction  of  major  investigations  and  research 
in  the  general  economic  field;  in  consultation  with  a  superior,  to  determine 
matters  of  i>ollcy  relating  to  organization,  scope,  management,  analysis,  and 
presentation ;  and  to  perform  necessary  field  and  other  related  work  as  required. 

Examples :  Malting  special  economic  studies  of  foreign  countries,  designed  to 
show  physical  features,  natural  resources,  ineans  of  communication  and  trans- 
portation, industries,  commerce  and  other  factors ;  supervising  a  minor  economic 
investigation  into  an  assigned  field  of  business  activity,  comprehending  a  critical 
analysis  and  comparison  of  costs,  prices  and  productive  methods;  preparing 
monographs  dealing  with  foreign  trade  topics;  compiling  data  on  steamship 
service,  harbor  conditions  and  bunkering  stations,  or  preparing  shipping  man- 
uals. 

Qualifications:  • 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  by  three  years'  graduate  study  in  eco- 
nomics ;  at  least  two  years'  experience  in  this  field ;  proven  success  in  economic 
investigations  or  research  as  shown  by  writing  and  publications. 

Principal  Lines  of  Promotion 

From:  Assistant  Economist. 
To:  Economist 

Compensation  for  Class 

Annual:  «3240-$S360-$348(M360(>-|872(>-«3840. 


TrnjB  OF  Class  : 

ECONOMIST 

Specifications  of  Class  1  9 1\  9 

Duties:  l^O^ 

Under  general  direction,  to  perform  one  or  more  of  the  following  functions 
in  the  prosecution  of  important  work  in  the  general  economic  field: — (1)  to  be 
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responsible  for  major  economic  investigations  or  research.  Including  the  de- 
termination of  broad  matters  of  policy  relating  to  organlzaU<Mi,  management, 
scope,  analysis,  and  presentation;  (2)  to  conduct,  independently  or  with 
assistants,  original  economic  research  requiring  at  its  inception  broad  knowl- 
edge of  economics;  (3)  to  serve  as.  an  adviser  on  particular  subjects  In  the 
economic  field ; — and  to  perform  necessary  field  and  other  related  work. 

Examples :  Conducting  investigations,  dissembling  data  and  furnishing  advice 
on  matters  pertaining  to  the  mining,  metallurgical  and  metal  manulicturing 
Industries,  or  the  textile  Industry;  planning  a  major  economic  Investigation, 
directing  the  securing  of  information,  overseeing  the  digesting  of  the  Informa- 
tion obtained,  and  outlining  the  plan  of  the  report ;  conducting  important  re- 
search on  shipping  problems,  foreign  ports,  steamship  routes,  and  commoditieB 
in  foreign  trade. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  by  three  years*  graduate  study  in  eco- 
nomics; four  years'  experience  In  the  field;  successful  exx)erience  in  the 
organization  and  management  of  economic  Inquiries  and  investigations,  indud- 
ing  the  determination  of  their  scope  and  the  methods  of  presenting  reports;  or 
successful  experience  in  independent  economic  research  as  shown  by  writings 
and  publications. 

Principal  Lines  of  Promotion 

Fl-om:  Associate  E/Conomist. 
To:  Senior  Ek:onomist. 

Compensation  for  Class 

Annual:  $414(M320^450a44d80-«4860-46040. 


Title  of  Class  : 
SENIOR  ECONOMIST 

Specifications  of  Class  1  2 1)  fi 

Duties: 

To  perform  one  or  more  of  the  following  functions  In  the  prosecution  of 
scientific  work  of  the  highest  order  In  the  general  field  of  economics:— (1)  to 
administer  major  economic  investigations  or  research  Including  the  determina- 
tion of  broad  matters  of  policy  relating  to  organization,  management,  scope, 
analysis,  and  presentation;  (2)  to  conduct,  independeiltly  or  with  assistants, 
original  economic  research  requiring  at  Its  inception  thorough  knowledge  of 
economics  and  of  related  subjects;  (3)  to  serve  as  an  authoritative  adviser  to 
a  department  or  an  independent  establishment  regarding  fundamental  matters 
of  economic  policy,  requiring  the  highest  economic  knowledge  and  experience; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  three  years*  graduate  study  iu 
economics ;  seven  years*  experience  in  this  field ;  either  successful  experience  *n 
the  organization  and  management  of  major  economic  Inquiries  and  investiga- 
tions, including  the  determination  of  their  scope  and  the  methods  of  presenting 
reports,  or  marked  distinction  achieved  in  independent  economic  research  as 
shown  by  writings  and  publications. 

Principal  Lines  of  Promotion 

From :  Economist. 

To:  Member,  Advisory  Tax  Board. 

Compensation  for  Class 

•         •        4> 
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Title  of  Class  : 

MEMBER,  ADVISORY  TAX  BOARD 

Specifications  of  Class  1204 

Duties: 

Under  the  Commissioner  of  Internal  Revenue,  to  consider  and  make  recom- 
mendations upon  questions  relating  to  the  interpretation  or  administration  of 
the  income  tax  laws  referred  to  the  Advisory  Tax  Board  by  the  Income  Tax 
Tnit,  the  Commissioner,  the  Secretary  of  the  Treasury  or  upon  appeals  by  tax- 
payers :  to  prepare  regulations  and  write  opinions ;  to  conduct  research  and 
("orrtspondence  in  connection  with  sucli  work ;  and  to  perform  other  related 
work. 

Qoalifications: 

Training  equivalent  to  that  representefl  by  graduation  with  a  degree  from 
nn  institution  of  recognized  standing  and  by  three  years*  graduate  study  in 
economics ;  many  years  of  responsible  and  successful  experience  in  the  organiza- 
tion and  management  of  economic  investigations  or  of  large  business  enter- 
prises, or  in  the  independent  prosecution  of  economic  research,  accountancy,  or 
law;  and  thorough  knowledge  of  accounting  theory. 

Principal  Linea  of  Promotion 

From :  Senior  Economist. 

Compenaation  for  Clasa 


TnxB  OF  Class: 

CHIEF  ECONOMIST,  FEDERAL  TRADE  COMMISSION 

SFecMcaHona  of  daaa  1  2  U  t ) 

Dntiea: 

To  be  responsible  to  the  Federal  Trade  Commission  for  directing  the  work  of 
its  Economic  Divlsfon,  including  the  administration  and  direction  of  employees 
and  officials;  to  serre  as  adviser  to  the  Cbmmission  on  economic  matters,  espe- 
cially as  to  the  undertaking  of  investigations,  their  seoi>e  and  purpose,  and 
as  to  conclusions  regarding  their  results;  and  to  perform  other  related  work. 

Qnalificationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  by  three  years*  graduate  work  in  eco- 
nomics ;  long  and  successful  experience  in  economic  work  of  the  highest  order ; 
established  reputation  as  an  expert  economist ;  and  administrative  ability  of  a 
high  order. 

Principal  Lines  of  Promotion 

From:  Senior  Economist. 

Compenaation  for  Claaa 


Title  of  Cu^ss: 

DIRECTOR,  BUREAU  OF  FOREIGN  AND  DOMESTIC  COMMERCE 

Specifications  of  Claaa  .1  dt  U  i) 

Duties: 

To  be  responsible  to  the  Secretary  of  Commerce  for  directing  the  work  of 
the  Bureau  of  Foreign  and  Domestic  Commerce,  including  the  administration 
and  direction  of  employees  of  the  Bureau  in  the  United  States  and  abroad; 
TO  direct  the  work  of  securing  useful  information  as  to  foreign  markets  and 
distributing  It  to  manufacturers  and  exporters  in  this  country;  and  to  per- 
form other  related  work. 
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Qualiflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  three  years'  graduate  work  in 
economics;  thorough  familiarity  with  foreign  trade  conditions  in  the  United 
States  and  abroad;  established  reputation  and  experience  as  a  foreign  trade 
expert ;  and  administrative  ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From:  Senior  Bconomlst. 

Compensation  for  Class 

•    •    • 


POLITICAX,    SCIENCE 


"  I 


Title  of  Class  : 

RESEARCH  SPECIALIST  IN  FOREIGN  AFFAIRS 


12(;7 


Spedficatioiui  of  Class 
Duties: 

Under  general  direction,  to  collect,  classic,  interpret,  and  make  available  by 
means  of  compilations,  abstracts,  indexes,  and  translations,  data  concerning 
political  conditions  In  foreign  countries  and  on  related  geographical  and  legal 
questions;  to  draft  correspondence  relating  thereto;  and  to  perform  related 
work  as  required. 

Examples :  Collecting  data  on  Japan,  China,  Siberia,  Russia,  Turkey,  and  ad- 
jacent coimtries ;  making  dally  reports  of  principal  or  significant  events  occnr- 
i^ng  in  a  group  of  foreign  countries ;  reading  dispatches,  letters,  and  telegrams 
for  the  purpose  of  preparing  daily  confidential  reports  on  political  conditions  In 
assigned  countries,  for  circulation  to  Government  officials ;  analyzing  and  com- 
menting on  evidence  in  particular  cases  under  consideration ;  drafting  instmc- 
tions  and  memoranda  to  investigators ;  preparing  an  intelligence  file  of  indi- 
viduals, cabinets,  the  press,  and  political  parties  in  particular. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing ;  experience  and  proven  abill^  in  research  on 
IX)lltical  questions,  foreign  affairs  and  international  relations;  and  knowledge 
of  two  foreign  languages. 

Compensation  for  Class 


34.  THE  EDUCATIONAL  SERVICE 


ThU  service  includes  classes  of  positions,  the  duties  of  v>hich  are  to  tupervise 
or  to  give  regular  and  systematic  instruction  designed  to  develop  the  mental, 
moral  and  phifsioal  powers,  including  manual  skiU,  or  to  supervise  or  to  oon^ 
duct  educational  research, 

BDUCATION,   RE8EA&CH,  AND  ADMINISTRATION: 
Juifor  AMlstant  In  BdacatioB  (Group) 
AMistent  SiMcUIkt  In  Bdncatlon  (Groap) 
AMocimto  SpMUIkt  in  Bdacatfon  (Grmip) 
SpMlalfat  in  Bteoitien  (Groop) 
Srator  SpMlalist  In  BdncntlMi  (Granp) 
DircctWp  Ftdcni  Bmtd  tmr  \ta»Ummk  BdncntlMi 
C«niBilMi«a«r  ol  Bdncation 

PUBLIC  SCHOOLS,  DISTRICT  OF  COLUMBIA: 
Administsation,  Gbkebal: 


FInt  AMlstent  8ap«rintendcnt  ol  SckMli 
Second  AMiitont  Snperlntendcnt  of  Sclwoli 
Mombor  of  Examlnlnc  Board 

Jnnlor  DIroctor  of  Klndortartono 
lUroctor  of  Kindortartono 

AMistant  to  DIroctor  of  BlooMntarj  Inotmctlmi 
DIroctor  of  Bfomontarj  Instrvction  (Gronp) 
Senior  Diroctir  of  Elomontarr  Inatractlon  (Gronp) 


DIroctor  of  Special  Sakjoet  (Gronp) 
Senior  DIroctor  of  Special  Sabjoct  (Gronp) 

Janlor  Director  of  Home  Econonilei   (Gronp) 
DIroctor  of  Hobm  EconoMico  (Gronp) 
Senior  Director  of  Homo  Econamla  (Gronp) 

DIroctor  of  Mannal  Traininc 
Senior  Director  of  Mannal  Training 


Director  of  Penmonohip 
Director  of  Amerlcanlsation  Work 
Diioctior  of  Special  Sckoole 
Director  of  Bxteneion  Schoole 

Elbmentabt  School  Instrcction  : 
KIndergartner 

Teadior,  ElooMntarr  Schoole 
Special  Teacher,  Elementarr  Sdwole  (Gronp) 
Vocational  Teacher,  Elementary  Sdieob  (Gronp) 

Americanisation  Teacher 
Coachinc  Teacher 


Teacfainc  Principal,  Elementarr  Schoole 
Principal*  ElenMntarj  Schoob 
DiTieion  Schoirf  Snperlntendent 

High  School  Instbuction  : 

Teacher,  Hifffa  School  (Gronp) 

Teacher,  Hich  School — Mannal  Traininc  (Gronp) 

Teacher,  High  School — Oreheetral  Mnelc 

Mmtarr  Instmctor,  HIch  School 

Swimming  Inetmctor,  Hich  School 

Head  Teacher,  Hlffh  School  (Gronp) 

Head  of  Department,  Hich  School  (Gronp) 
Aeeietaat  Principal,  Hi^h  School 
Principal,  Hlffh  School 
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PUBLIC  SCHOOLS,  DISTRICT  OF  COLUMBIA— Continued. 
Normal  School  Instructiok  : 

Junior  Teacher,  Normal  School  (Group) 
Teacher,  Normal  School  (Groap) 
Senior  Teacher,  Normal  School   (Gronp) 
Principal,  Normal  School 

Special  Schools  Instbdction  : 
Teacher,  Atjpical  Schools 
Teacher,  Open-Air  and  Tnbercalosia  School! 
Teacher,  Ungraded  Schools 

Teacher,  Nicht  School 

Special  Teacher,  Nlsht  School  (Group) 

PrindpaU  Night  School 

OTHER  CLASSES  IN  THE  EDUCATIONAL  SERVICE: 
InstitntloMl  ToMhor  (Vocational)   (Gruop) 
Inatitiitional  Teacher  (AradoMJe  Sahjoeta) 

CnratiTo  Workshop  Instmctor  (Group) 

Instructor  of  Supercarsoes 

Chief  of  Schoob  SectlOB  (Indian  BdncatiMi) 


Chief  of  Training  DlTision  (Income  Tax  Unit) 
AssisUnt  Chief  of  Training  DiTision  (Income  Tax  Unit) 


EDUCATION,   RESEARCH,  AND  ADMINISTRATION 


Name  of  Group  of  Classes  : 

JUNIOR  SPECIALIST  IN  EDUCATION 

Titles  of  Typical  Classes  in  Gboup  : 

Junior  Specialist  in  Education  (Americanization  Education) 

Junior  Specialist  in  Education  (School  Hygiene  and  Physical  Education) 

Junior  Specialist  in  Education  (Tests  of  Ability) 

Specifications  of  Classes  in  Group        1  ^  O  O 
Duties: 

Under  inJdiedlate  supervision,  to  perform  special  research  work  in  a  minor 
phase  of  educational  science,  or  to  collect  and  analyze  data  for  the  use  of 
specialists  in  the  higher  classes;  and  to  perform  related  work  as. required. 

Examples:  Gathering  material  for  si)ecial  ri ports  and  bulletins  on  school 
hygiene  and  physical  etlucatlon;  studying  literature  on  tests  of  ability,  and 
critically  evaluating  such  tests  of  school  children ;  preparing  material  for 
Americanization  eilucation  and  cooperating  with  schools  in  Americanization 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  education  or  in  a 
related  subject ;  ability  to  read  at  least  one  modern  foreign  language,  and  to 
write  clear,  concise  English ;  and  initiative. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  In  a  given  field 
of  educational  work,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To:  Assistant  Specialist  in  Education. 

Compensation  for  Classes  in  Group 

Annual :  $180(>-.$1920-$2040-$lil60 
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Name  of  Gboup  of  CiiASSSS : 

ASSISTANT  SPECIALIST  IN  EDUCATION 

Titles  of  Typical  Classes  in  Ghotjp  : 

Assistant  Specialist  in  Edncation  (Agricultural  Education) 

Assistant  Specialist  in  Education  (Home  Economies) 

Assistant  Specialist  in  Education  (Industrial  Education) 

Assistant  Specialist  in  Education  (Safety  and  Hygiene) 

Assistant  Specialist  in  Education  (Vocational  Education)  ^  o  /  •  #  \ 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  be  responsible  for  minor  subdivisions  of  work  in 
educational  administration  and  research;  Individually,  or  in  cooperation  with 
associates  or  subordinates,  to  collect  and  assemble  data  and  to  prepare  results 
for  publication ;  and  to  perform  related  work  as  required. 

Examples :  Reviewing  and  appraising  literature  in  a  given  educational  field ; 
conducting  or  directing  field  investigations  in  safety  and  hygiene;  gathering 
material  for  reports  and  bulletins ;  preparing  articles  for  publication  in  connec- 
tion with  the  promotion  of  education. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  and  by  at  least  three  years'  graduate 
work  in  education  or  in  a  related  subject ;  not  less  than  three  years*  professional 
experience,  of  which  at  least  two  years  shall  have  been  spent  as  a  Junior  Spe- 
cialist In  Education  or  in  equivalent  work;  ability  to  carry  on  projects  and 
investigations,  to  reach  Independent  conclusions,  and  to  present  results  clearly 
and  cogently. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field  of 
educational  work,  as  indicated  by  the  title  of  that  class. 

Prindpal  Lines  of  Promotion 

From :  Junior  Specialist  in  Education. 
To :  Associate  Specialist  In  Education. 

Compensation  for  Classes  in  Group 

Annual:  $240a-$2520-f264<V-$276O-$2880-$3000 


12:1) 


Naice  of  Group  of  Classes: 

ASSOCIATE  SPECIALIST  IN  EDUCATION 

Titles  of  Typical  Classes  in  Group: 

Associate  Specialist  in  Education  (Agricultural  Edncation) 
Associate  Specialist  in  Education  (Commercial  Edncation) 
Associate  Specialist  in  Education  (Educational  Systems) 
Associate  Specialist  in  Education  (Foreign  Educational  Systems) 
Associate  Specialist  in  Education  (Home  Economics) 
Associate  Specialist  in  Education  (Industrial  Education) 
Associate  Specialist  in  Education  (Kindergarten  Education) 
Associate  Specialist  in  Education  (Land-Grant  0>llegeB) 
Associate  Specialist  in  Education  (Rural  Education) 
Associate  Specialist  in  Education  (Rural  School  Administration) 
Associate  Specialist  in  Education  (School  and  Home  Gardening) 
Associate  Specialist  in  Edncation  (Vocational  Advisement  and  Training) 
Associate  Specialist  ui  Edncation  (Vocational  Field  Organization) 
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Spedfications  of  CImms  in  Groap 
Duties: 

To  be  responsible,  under  general  administrative  direction,  for  a  subdivisioii 
of  administration  or  lines  of  research  in  education ;  individually,  or  with  asso- 
ciates or  subordinates,  to  carry  on  special  lines  of  administration  or  investiga- 
tion ;  and  to  perform  other  related  work. 

Examples:  Aiding  in  efficiency  studies  of  a  publici  school  system;  directing 
educational  projects  in  research  and  investigation,  or  in  organization;  organ- 
izing and  conducting  conferences  on  special  lines  of  education,  or  taking  part  in 
such  conferences;  preparing  for  publication  the  results  of  studies;  reviewing 
and  appraising  the  results  of  studies  prepared  by  subordinates  or  by  others; 
serving  as  a  consulting  specialist. 

Common  QiiaMcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  three  years*  graduate  work  in 
education  or  in  a  related  subject ;  not  less  than  five  years*  professional  exp^- 
ence  in  educational  administration  or  research,  at  least  two  years  of  which 
shall  have  been  spent  as  an  Assistant  Specialist  in  Education  or  in  equivalent 
work ;  ability  to  carry  on  projects  and  investigations,  to  reach  independent  con- 
clusions, and  to  present  results  clearly  and  cogently. 

Special  Qoaliflcations: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field 
of  educational  work,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant  Specialist  in  Education. 
To:  Specialist   in  Education. 

Compensation  for  Classes  in  Groap 

Annual:  $324(>-$3860-^3480-|8600-$3720~$8840 


Name  of  Gboxtp  of  Classes  : 
SPEOALIST  IN  EDUCATION 

Titles  of  Typical  Classes  in  Group  : 

Specialist  in  Education  (AgricuTture) 

Specialist  in  Education  (City  School  Systems) 

Specialist  in  Education  (Civic  Education) 

Specialist  in  Education  (Commercial  Education) 

Specialist  in  Education  (Home  Economics) 

Specialist  in  Education  (Industrial  Education) 

Specialist  in  Education  (Naturalization  Education) 

Specialist  in  Education  (Rural  Education) 

Specialist  in  Education  (School  Extension) 

Specialist  in  Education  (School  Gardening) 

Specialist  in  Education  (School  Hygiene  and  Physical  Education) 

Specialist  in  Education  (Vocational  Education) 

Specialist  in  Education  (Vocational  Rehabilitation) 

Specialist  in  Education  (Vocational  Research)  1  O  ^  i 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  administrative  direction,  and  within  the  limits  of  the  gaieral 
policies  of  the  organization  involved,  to  be  in  responsible  charge  of  a  major 
division  of  the  activities  of  an  educational  burea-u  or  organization ;  to  Initiate 
and  determine  policies;  to  conduct  or  direct  major  projects  of  administration 
or  research ;  and  to  perform  other  related  work. 

Examples:  Conducting  surveys  of  school  systems;  promoting  education  in 
the  various  fields  by  lectures  and  published  articles  and  bulletins;  directing 
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vocational  education;  supervising  Americanization  education  in  cooperation 
with  schools;  organizing  and  conducting  conferences  of  representatives  in  a 
given  field  of  education ;  furnishing  for  administrative  action,  expert  or  critical 
advice  upon  policies,  plans,  and  projects;  serving  as  consulting  specialist  for 
State,  municipal,  and  other  educational  authorities. 

Common  QnaHficatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  and  by  at  least  three  years*  graduate  work 
in  education  or  in  a  related  subject;  not  less  than  eight  years'  professional 
experience  of  a  character  to  give  clear  and  substantial  evidence  of  a  high  de- 
gree of  initiative  and  ability  in  educational  administration  or  research,  at  least 
five  years  of  which  shall  have  been  in  a  specialized  line ;  and  broad  knowledge 
of  persons  and  movements  in  the  educational  field. 

Special  Qiialificatioiis: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field 
of  edncatlonal  work,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

Prom :  Associate  Specialist  in  Education. 

To :  Senior  Specialist  in  Education ;  Commissioner  of  Education ;  Director,  Fed- 
eral Board  for  Vocational  Education. 

Compenaation  for  Classce  in  Group 

Annual:  $4140-$4320-$450(M;4680-|4860-^5040 


Name  of  Gboup  of  Classes  : 

SENIOR  SPECIALIST  IN  EDUCATION 

Titles  of  Typical  Classes  m  Gboup  : 

Senior  Specialist  in  Education  (Educational  Administration) 
Senior  Specialist  in  Education  (Higher  Education) 
Senior  Specialist  in  Education  (Military  Education) 

Specifications  of  Classes  in  Group  1  2  /  m 

Duties: 

Under  general  administrative  direction,  to  perform  or  to  direct  educational 
research  of  the  broadest  scope  or  of  the  highest  type;  to  help  in  forming  and 
organizing  educational  policies  for  States,  counties  and  cities,  and  separate 
institutions  of  learning  of  all  kinds  and  grades;  or,  to  act  as  consulting 
specialist  on  educational  questions,  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  at  least  three  years'  graduate 
work  in  education  or  in  a  related  subject;  not  less  than  twelve  years'  pro- 
fessional experience  of  a  character  to  give  clear  and  substantial  evidence  of 
knowledge  and  ability  In  the  field  of  education,  of  which  at  least  four  years 
shall  have  been  spent  In  positions  involving  important  administrative  work ; 
proven  ability  to  direct  Important  research  and  to  organize  administrative 
programs  in  the  field  of  education. 

Special  QoalificationB: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given 
field,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Specialist  in  Education. 

To :    Commissioner   of  Education ;    Director,   Federal   Board    for   Vocational 
Education. 

Compensation  for  Classes  in  Group 
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Title  of  Class  : 

DIRECTOR,  FEDERAL  BOARD  FOR  VOCATIONAL  EDUCATION 

Specifications  of  Class  i  ;w  /  O 

Duties: 

Under  general  direction  of  the  Federal  Board  for  Vocational  Eiducation,  to 
act  as  the  administrative  officer  for* carrying  out  the  provisions  of  the  Voca- 
tional Education  Act  and  the  Vocational  Rehabilitation  Act;  to  cooperate  with 
the  Vocational  Educational  Boards  of  the  various  States  in  promoting  voca- 
tional training ;  to  direct  studies,  investigations,  and  the  preparation  of  reports 
on  vocational  subjects ;  to  serve  as  a  representative  for  vocational  education  at 
meetings  and  conferences  of  ^tate,  national,  and  international  associations;  and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  and  by  three  years*  graduate  work  In 
education  or  in  a  related  subject ;  not  less  than  12  years'  professional  experience 
of  a  character  to  give  clear  and  substantial  evidence  of  knowledge  and  ability 
in  the  field  of  education,  of  which  at  least  four  years  shall  have  been  spent  in 
positions  involving  important  administrative  work;  proven  ability  to  direct 
important  research  and  administrative  programs  in  the  field  of  vocational 
education. 

Principal  Lines  of  Promotion 

From:  Senior  Specialist  In  Education;  Specialist  in  Education. 

Compensation  for  Class 


Title  of  Class: 

COMMISSIONER  OF  EDUCATION  ^ 

Specifications  of  Class  i  4t  i  -^ 

Duties: 

To  direct  the  activities  of  the  Bureau  of  Education  in  promoting  the  estab- 
lishment and  maintenance  of  improved  systems  of  education  throughout  t]i£ 
States  and  Territories;  to  advise  State,  county,  and  local  officers  as  to  the 
administration  and  improvement  of  schools ;  to  have  charge  of  the  schools  for 
the  education  of  native  children  in  Alaska ;  to  supervise  the  reindeer  industry 
In  Alaska ;  to  direct  the  collection  of  statistics  and  general  information  showing 
the  condition  and  progress  of  education ;  to  Issue  bulletins,  reports,  and  other 
publications;  to  have  charge  of  the  promotion  of  national  agricultural  move- 
ments carried  out  through  school  organizations,  such  as  the  United  States 
School  Garden  Army ;  to  administer  the  endowment  fund  for  the  support  of 
colleges  for  the  benefit  of  agriculture  and  mechanic  arts ;  to  serve  as  a  member 
of  the  Federal  Board  for  Vocational  Education;  to  represent  the  Nation  at 
meetings  and  conferences  on  educational  matters;  and  to  perform  other  re- 
lated work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  Institution  of 
recognized  standing,  and  by  at  least  three  years'  graduate  work  in  education  or 
in  a  related  subject ;  not  less  thfen  twelve  years*  professional  experience  of  a 
character  to  give  clear  and  substantial  evidence  of  knowledge  and  ability  in  the 
field  of  education,  of  which  at  least  four  years  shall  .have  been  in  positions  In- 
volving important  administrative  work ;  proven  ability  to  direct  important  re- 
search and  administrative  programs  in  the  field  of  education. 

Principal  Lines  of  Promotion 

From :  Senior  Specialist  in  Education ;  Specialist  In  Education. 

Compensation  for  Class 
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PUBLIC  SCHOOLS,  DISTBICT  OF  OOLXJMBL/l. 

ADMINISTRATION,   GENERAL 


Title  of  Class  : 
SUPERINTENDENT  OF  SCHOOLS 

Specificationa  of  Class  1  /W  /  0 

Duties: 

Under  the  Board  of  Education,  as  educational  director  of  the  school  sys- 
tem of  the  District  of  Columbia,  to  organize  aoid  direct  instmction  in  the 
schools  along  lines  of  advanced  educational  policy ;  and  to  act  as  the  administra- 
tive officer  of  the  school  system. 


Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  In  the  science  of  education,  methods  of  teaching,  and  educa- 
tional values;  at  least  three  years*  graduate  work;  not  less  than  five  years' 
experience  as  an  Assistant  Superintendent  or  its  equivalent;  marked  adminis- 
trative ability;  exceptional  ability  in  dealing  with  the  public;  ability  to  make 
pnblic  addresses. 

Principal  Lines  of  Promotion 

From :  First  Assistant  Superintendent  of  Schools ;  Division  School  Superin- 
tendent; Director  of  Special  Schools;  Director  of  Extension  Schools;  Prin- 
cipal, Normal  School ;  Principal,  High  School. 

Compensation  for  Class 

Annual:  19000 


Tttle  of  Class: 

FIRST  ASSISTANT  SUPERINTENDENT  OF  SCHOOLS 

Specifications  of  Class  1  ^  /  U 

Duties: 

Under  direction  of  the  Superintendent  of  Schools,  to  exercise  educational 
and  administrative  supervision  over  the  work  in  not  less  than  five  high  schools, 
with  an  average  enrollment  of  500  pupils  each,  and  in  not  less  than  nine 
elementary  school  divisions;  to  act  for  the  Superintendent  in  his  absence; 
and  to  i)erform  other  related  work. 

Qoalifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educational 
values;  one  year's  graduate  work,  or  its  equivalent;  not  less  than  five  years' 
successful  experience  in  teaching,  part  of  which  shall  have  been  in  responsible 
administrative  work;  proven  administrative  ability;  force  and  good  address. 

Principal  Lines  of  Promotion 

From:  Principal,  Normal  School;  Principal,  High  School;  Division  School 
Superintendent;  Senior  Director  of  Elementary  Instruction;  Principal,  Ele- 
mentary Schools:  Teaching  Principal  Elementary  Schools;  Head  of  De- 
partment, High  School;  Director  of  Extension  Schools;  Director  of  Special 
Subject:  Junior  Director  of  Home  Economics;  Director  of  Home  E/Conomics; 
Senior  Director  of  Home  Economics;  Director  of  Manual  Training;  Senior 
Director  of  Manual  Training ;  Director  of  Special  Schools ; 

To:  Superintendent  of  Schoola 

Compensation  for  Class 

Annual:  $5000 
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Title  of  Class  : 

SECOND  ASSISTANT  SUPERINTENDENT  OF  SCHOOLS 

Duties: 

Under  direction  of  the  Superintendent  of  Schools,  to  have  educational  and 
administrative  supervision  over  the  work  In  not  less  than  two  high  schools, 
with  an  average  enrollment  of  500  pupils  each,  and  in  not  less  than  four 
elementary  school  divisions ;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  Institution  of  recognized  standing,  with 
special  training  in  tiie  science  of  education,  methods  of  teaching  and  educa- 
tional values;  one  year's  graduate  work,  or  its  equivalent;  not  less  than  five 
years'  successful  experience  in  teaching,  part  of  which  shall  have  been  in 
responsible  administrative  work;  proven  administrative  ability;  force,  and 
good  address. 

Principal  Lines  of  Promotion 

From:  Principal,  Normal  School;  Principal,  High  School;  Division  School 
Superintendent;  Director  of  Elementary  Instruction;  Principal,  Elonentary 
Schools;  Teaching  Principal,  Elementary  Schools;  Head  of  Department, 
High  School;  Director  of  Special  Subject;  Junior  Director  of  Home  Eco- 
nomics; Director  of  Home  Economics;  Senior  Director  of  Home  Economics; 
Director  of  Manual  Training ;  Senior  Director  of  Manual  Training. 

Compensation  for  Class 

Annual:  $4000 


Title  of  Class  : 

MEMBER  OF  EXAMINING  BOARD 

Specifications  of  Class  1278 

Duties: 

To  prepare  questions  for  the  examination  of  applicants  for  teachers'  positions 
and  to  conduct  the  examinations;  to  rate  the  examination  papers  and  report 
on  eligibility;  to  prepare  circulars  of  information;  to  Interview  applicants;  to 
answer  Inquiries  by  correspondence ;  to  compile  educational  data ;  and  to  per- 
form other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school,  and 
by  not  less  than  five  years'  experience  in  high  school  teaching;  at  least  one 
year's  graduate  work  in  current  experimental  psychology;  not  less  than  five 
years'  additional  experience  in  teaching,  demonstrating  marked  ability;  prefer- 
ably some  experience  as  Head  of  a  Department;  and  proven  administrative 
ability. 

Principal  Lines  of  Promotion 

From:  Head    Teacher,   High    School;    Head    of   Department,    High   School; 
Teacher,  High  School. 

Compensation  for  Class 

Annual:  $2500-$265(>-$2800^2950-$3100-$3250 


1270 


Title  of  Class  : 

JUNIOR  DIRECTOR  OF  KINDERGARTENS 

Specifications  of  Class 
Duties: 

To  have  charge  of  the  standardization  of  the  work  of  less  than  50  kinder- 
gartens; to  visit  kindergartens;  to  confer  with  kindergarten  teachers;  to  hold 
regular  conferences  for  kindergarten  teachers  for  discussion  of  the  problems 
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and  needs  of  the  service;  to  advise  with  supervising  principals  on  the  rating  of 
teachers  by  them;  to  recommend  assignments,  appointments,  promotions,  and 
transfers  of  teachers ;  to  recommend  the  selection  of  buildings  in  which  kinder- 
gartens shall  be  placed ;  and  to  perform  other  related  work. 

Qnalillcatioiifl: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with  spe- 
cial training  in  the  science  of  education,  methods  of  teaching,  educational  values, 
and  in  kindergarten  work ;  one  year's  graduate  work ;  not  less  than  five  years' 
successful  experience  in  teaching  in  a  kindergarten ;  sympathetic  understanding 
of  little  children  and  ability  to  Inspire  teachers;  and  proven  administrative 
ability. 

Principal  Lines  of  Promotion 

From:  Senior  Teacher,  Normal  School  (Kindergarten);  Kindergartner. 

Compensation  for  Class 

Annual:  $1900^$2060-^220a4235M250(>-«2650 


Title  of  Glass  : 

DIRECTOR  OF  KINDERGARTENS 

Specifications  of  Class  1  i^w  O  U 

Duties: 

To  have  charge  of  the  standardization  of  the  work  in  50  or  more  kindergar- 
tens; to  visit  kindergartens;  to  confer  with  kindergarten  teachers;  to  hold 
regrular  conferences  of  kindergarten  teachers  for  the  discussion  of  the  problems 
and  needs  of  the  service;  to  advise  with  supervising  principals  in  the  rating 
of  teachers  by  them ;  to  recommend  assignments,  appointments,  promotions,  and 
transfers  of  teachers ;  to  recommend  the  selection  of  buildings  In  which  kinder- 
gartens shall  be  placed ;  to  recommend  the  purchase  of  kindergarten  supplies  for 
all  kindergartens;  and  to  perform  other  related  work. 

QoalificationB: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching,  educational 
values,  and  in  kindergarten  work;  at  least  one  year's  graduate  work;  not  less 
than  five  years*  successful  experience  in  teachiixg  in  a  kindergarten;  sympa- 
thetic understanding  of  little  children  and  ability  to  Inspire  teachers ;  and  proven 
administrative  ability. 

Principal  Lines  of  Promotion 

From :  "Senior  Teacher,  Normal  School ;  Kindergartner. 

Compensation  for  Class 

Annual:  $220O-$2350-42600-$265(K280&42050 


Tttle  of  Class: 

ASSISTANT  TO  DIRECTOR  OF  ELEMENTARY  INSTRUCTION 

Specifications  of  Class  1  2  S  1 

Duties:  i  ^u  j. 

Under  the  supervision  of  a  Director  of  Elementary  Instruction,  to  supervise  the 
work  of  a  designated  group  of  elementary  teachers ;  to  observe  their  work  and 
make  constructive  criticisms;  to  test  classes;  to  examine  plan  books;  to  give 
demonstration  lessons  in  the  class  room;  to  confer  with  and  advise  teachers; 
to  attend  teachers'  meetings ;  to  report  to  Director  on  visits  made ;  to  perform 
incidental  clerical  work  and  other  related  work  as  required. 

Qunliflcntions: 

Graduation  from  an  accredited  normal  school,  with  special  training  in  the 
science  of  education,  methods  of  teaching  and  educational  values ;  at  least  one 


590  RECLASSIFICATION   COMMISSION   BEPOBT — ^PABT   U. 

year's  graduate  work;  not  less  than  three  years*  experience  in  teaching  in 
elementary  grades;  sympathetic  understanding  of  children  and  ability  to 
inspire  teachers. 

Principml  Lines  of  Promotioii 

From:  Model  Teacher;  Ck)achlng  Teacher;  Teacher,  Elementary  Schools. 
To:  Director  of  Elementary  Instruction;  Senior  Director  of  Elementary  In- 
struction; Teacher,  Normal  School. 

Compoimtion  for  Class 

Annual:  $1650-$1800-$1950-?2100    - 


Name  of  Group  of  Classes  : 

DIRECTOR  OF  ELEMENTARY  INSTRUCTION 

Titles  of  Ttpical  Classes  in  Group  : 

Director  of  Elementary  Instruction — Primary 
Director  of  Elementary  Instruction — Intermediate 

Specifications  of  Classes  in  Group  1  ;^  P  ^ 

Duties: 

To  have  charge  of  the  standardization  of  the  work  In  the  primary  grades  or 
In  the  Intermediate  grades  Involving  supervision  over  less  than  300  classes; 
to  hold  teachers'  meetings;  to  visit  classrooms  and  to  confer  with  teachers; 
to  have  general  administrative  supervision  of  the  work  in  such  grades;  to 
advise  with  supervising  principals  concerning  the  rating  of  teachers  by  them; 
to  recommend  appointments,  promotions,  and  transfers ;  to  recommend  for  pur- 
chase textbooks  and  general  supplies ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values ;  at  least  one  year's  graduate  work ;  not  less  than  five  years*  suc- 
cessful experience  in  teaching;  sympathetic  understanding  of  children  and 
ability  to  Inspire  teachers;  and  proven  administrative  ability. 

Special  Qaalifications: 

For  each  class  in  the  group,  special  training  and  experience  in  teaching  In 
grades  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Model  Teacher ;  Teacher,  Normal  School ;  Assistant  to  Director  of  Ele- 
mentary Instruction;  Teacher,  Elementary  Schools;  Principal,  E3emeotary 
Schools;  Teaching  Principal,  Elementary  Schools;  Coaching  Teacher. 

To:  Second  Assistant  Superintendent  of  Schools. 

Compensation  for  Classes  in  Group 

Annual:  $220(M2350-$2500-$2650-$2800-2d50 


Name  of  Group  of  Classes  : 

SENIOR  DIRECTOR  OF  ELEMENTARY  INSTRUCTION 

TrrLES  OF  Typical  Classes  in  Qboup  : 

Senior  Director  of  Elementary  Instruction — Primary 

Senior  Director  of  Elementary  Instruction — Intermediate 

Specifications  of  Classes  in  Gronp       1  ;^Ot) 
Duties: 

To  have  charge  of  the  standardization  of  the  work  in  the  primary  grades  or 
In  the  intermediate  grades*  Involving  supervision  over  300  or  more  classes;  to 
hold  teachers'  meetings;  to  visit  classrooms  and  to  confer  with  teachers;  to 


RECLASSIFICATION   COMMISSION   REPOBT — ^PART   II.  591 

have  general  administrative  supervision  of  tlie  work  In  such  grades;  to  advise 
with  supervising  principals  concerning  the  rating  of  teachers  by  them;  to  recom- 
mend appointments,  promotions,  and  transfers ;  to  recommend  for  purchase  text- 
books and  general  supplies ;  and  to  perform  other  related  worlc. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educational 
values ;  at  least  one  year*s  graduate  work ;  not  less  than  five  years'  successful 
experience  in  teaching;  sympathetic  understanding  of  children  and  ability  to 
inspire  teachers ;  and  proven  administrative  ability. 

Special  Qualificatiotts: 

For  each  class  in  the  group,  special  training  and  experience  in  the  teaching 
indicated  by  the  Utle  of  that  class. 

Principal  Lines  of  Promotion 

From :  Model  Teacher ;  Teacher,  Normal  School ;  Assistant  to  Director  of  Ele- 
mentary Instruction;  Teacher,  Elementary  Schools;  Principal,  Elementary 
Schools ;  Teaching  Principal,  Elementary  Schools 

To :  First  Assistant  Superintendent  of  Schools. 

Compensation  for  Classes  in  Group 

Annual:  $2500-$2650^2800^2950-^100-$3250 


Name  of  Group  of  Glasses: 
DIRECTOR  OF  SPECIAL  SUBJECT 

Titles  or  Typical  Glasses  in  Gboup: 

Director  of  Special  Subject — Drawing 
Director  of  Special  Subject — Physical  Training 
Director  of  Special  Snbject — ^M mlc 

Specifications  of  Classes  in  Group  1  PSi^ 

Duties:  A'^ut 

To  have  charge  of  the  standardization  of  instruction  In  a  special  subject  m 
less  than  500  classes ;  to  direct  the  corps  of  special  teachers  who  supervise  the 
instruction  tn  the  subject  given  by  the  classroom  teacher;  to  plan  courses  of 
study,  arrange  programs  for  teachers  in  the  respective  departments,  and  hold 
conferences ;  to  rate  te^ichers  and  certify  to  their  pay  rolls ;  to  prepare  exami- 
nation questions  for  applicants  for  positions  and  to  mark  papers;  to  address 
parent-teacher  and  other  organizations;  by  reading  and  study  and  attendance 
at  conventions  to  keep  informed  as  to  advanced  methods  of  instruction  In  the 
subject:  to  be  responsible  for  requisitions  and  for  the  care  and  distribution 
of  supplies;  and  to  perform  other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values;  one  year's  graduate  work;  not  less  than  five  years'  experi- 
ence in  teaching;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  teaching  the 
subject  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  ^Teacher,  Normal  School ;  Teacher,  High  School ;  Teacher,  Elementary 
Schools;  Special  Teacher,  Elementary  Schools;  Teacher,  High  School-Or- 
chestral Music. 

To:  First  Assistant  Superintendent  of  Schools;  Second  Assistant  Superintend- 
ent of  Schools. 

Compensation  for  Classes  in  Group 

Annual:  $2200-$235a-|2500-^650-^2800-$2»50 
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Name  of  Group  of  Classks: 

SENIOR  DIRECTOR  OF  SPECIAL  SUBJECT 

TiTUis  OF  Typical  Classes  in  Gboxip  : 

Senior  Director  of  Special  Subject — ^Drawing 

Senior  Director  of  Special  Subject — Physical  Training 

Senior  Director  of  Special  Subject— Music  1  9  U  ^ 

Specifications  of  Classes  in  Group 
Duties: 

To  have  charge  of  the  standardization  of  instruction  in  a  special  subject  in 
500  or  more  classes ;  to  direct  the  corps  of  special  teachers  who  supervise  the 
instruction  in  the  subject,  given  by  the  classroom  teacher ;  to  plan  courses  of 
study,  arrange  programs  for  teachers  in  the  respective  departments,  and  hold 
conferences;  to  rate  teachers  and  certify  to  their  pay  rolls;  to  prepare  ex- 
amination questions  for  applicants  for  positions  and  to  mark  papers;  to  ad- 
dress parent-teacher  and  other  organizations;  by  reading  and  study  and 
attendance  at  conventions  to  keep  informed  as  to  advanced  methods  of  instruc- 
tion In  the  subject;  to  be  responsible  for  requisitions  and  for  the  care  and 
distribution  of  supplies ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  witii 
special  training  in  the  science  of  education,  methods  of  teaching  and  educational 
values:  one  year's  graduate  work;  not  less  than  five  years'  experience  in 
teaching ;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  teaching  the 
subject  indicated  by  the  title  of  that  class. 


Principal  Lines  of  Promotion 

Prom :  Teacher,  Normal  School ;  Teacher,  High  School ;  Special  Teacher,  Ele- 
mentary Schools;  Teacher,  High  School — Orchestral  Music. 

To:  f^rst  Assistant  Superintendent  of  Schools;  Second  Assistant  Superin- 
tendent of  Schools. 

Compensation  for  Classes  in  Group 

Annual:  $250(M265a42800-$29SO-^100^250 


Namb  of  Gboup  of  Classes  : 

JUNIOR  DIRECTOR  OF  HOME  ECONOMICS 

Titles  of  Typical  Classes  in  Geotjp  : 

Junior  Director  of  Home  Economics — Domestic  Art 

Junior  Director  of  Home  Economics — Domestic  Science  i  O  O  i> 

SpeciflcationB  of  Classes  in  Group  1  ^  O  0 

Duties: 

To  have  charge  of  the  standardization  of  domestic  art  or  domestic  science 
Involving  supervlMon  over  special  teachers  giving  direct  instruction  in  the 
subject  In  less  than  150  classes;  to  plan  courses  of  study,  arrange  programs 
for  teachers  In  the  respective  departments,  and  hold  conferences;  to  rate 
teachers  and  certify  to  their  pay  rolls ;  to  prepare  examination  questionB  for 
applicants  for  positions  and  to  mark  papers;  to  address  parent-teacher  and 
other  organizations;  by  reading  and  study  and  attendance  at  conventions  to  keep 
informed  as  to  advanced  methods  of  Instruction  in  the  subject ;  to  ^  responsible 
for  requisitions  and  for  the  care  and  distribution  of  supplies;  and  to  perform 
other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  In  the  science  of  education,  methods  of  teaching  and  educa- 
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tional  values;  one  year's  graduate  work;  not  less  than  five  years'  experience 
in  teacliing;  and  administrative  ability. 

Special  Qualificatioiis: 

For  each  .class  in  the  group,  special  training  and  experience  in  teaching 
the  subject  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Pronolian 

From:  Teacher,  Normal  School;  Teacher,  High  School;  Special  Teacher,  Ele- 
mentary Schools. 

To :  First  Assistant  Superintendent  of  Schools ;  Second  Assistant  Superintend- 
ent of  Schools. 

Compensation  for  Classes  in  Group 

Annual:  |1900-f205(M220(M2850-$2500^|2660 


Nams  of  Gboup  of  Classes  : 
DIRECTOR  OF  HOME  ECONOMICS 

Trri£8  OF  Typical  Classes  in  Group: 

Director  of  Home  Economics — Domestic  Art 

Director  of  Hom#  Economico^Domestic  Science  ^ 

Specifications  of  Classes  in  Group  1  4fO  i 

Duties: 

To  have  charge  of  the  standardization  of  domestic  art  or  domestic  science 
involving  supervision  over  special  teachers  giving  direct  instruction  on  the 
subject  in  from  150  to  300  classes ;  to  plan  courses  of  study,  arrange  prograips 
for  teachers  in  the  respective  departments,  and  hold  conferences ;  to  rate  teach- 
ers and  certify  to  their  pay  rolls;  to  prepare  examination  questions  for  appli- 
cants for  positions  and  to  mark  papers;  to  address  parent-teacher  and  other 
organizations;  by  reading  and  study  and  attendance  at  conventions  to  keep 
informed  as  to  advanced  methods  of  instruction  in  the  subject;  to  be  re- 
sponsible for  requisitions  and  for  the  care  and  distribution  of  supplies ;  and  to 
perform  other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values;  one  year's  graduate  work;  not  less  than  five  year's  experi- 
ence in  teaching;  and  administrative  ability. 

Special  Qaalifications: 

For  each  class  in  the  group,  special  training  and  experience  in  teaching  the 
subject  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Teacher,  Normal  School ;  Teacher,  High  School ;  Special  Teacher,  Ele- 
mentary Schools. 

To:  First  Assistant  Superintendent  of  Schools;  Second  Assistant  Superin- 
tendent of  Schools. 

Compensation  for  Classes  in  Group 

Annual :  $220O-|236O-$2.500-$265O-$280O-^$295O 


Name  of  Gboup  of  Classes  : 

SENIOR  DIRECTOR  OF  HOME  ECONOMICS 

TnxEs  of  TrpiCAL  Classes  in  Group  ; 

Senior  Director  of  Home  Economics — Domestic  Art 
Senior  Director  of  Home  Economics — Domestic  Science 

Specifications  of  Classes  in  Group  1  ^  O  O 

Duties: 

To  have  charge  of  the  standardization  of  domestic  art  or  domestic  science 
involving  sui)ervision  over  special  teachers  giving  direct  Instruction  on  the 
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subject  to  more  than  900  classes ;  to  plan  courses  of  study,  arrange  programs  for 
teachers  in  the  respective  departments,  and  hold  conferences ;  to  rate  teachers 
and  certify  to  their  payrolls;  to  prepare  examination  questions  for  applicants 
for  positions  and  to  mark  papers;  to  address  parent-teacher  and  other  organi- 
zations ;  by  reading  and  study  and  attendance  at  conventions  to  keep  informed 
as  to  advanced  methods  of  instruction  in  the  subject;  to  be  responsible  fbr 
requisitions  and  for  the  care  and  distribution  of  supplies ;  and  to  perform  other 
related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  stajiding,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educational 
values;  one  year's  graduate  work;  not  less  than  five  years  experience  in 
teaching ;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  teaching  the 
subject  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Teacher,  Normal  School;  Teacher,  High  School;  Special  Teacher,  Ele- 
mentary Schools. 

To:  First  Assistant  Superintendent  of  Schools;  Second  Assistant  Soperb- 
tendent  of  Schools. 

Compensation  for  Classsa  in  Gronp 

Annual:  $250O-$265O-92800-$2g5O-$310O-$8250 


Title  of  Ciass  : 

DIRECTOR  OF  MANUAL  TRAINING 

Specifications  of  Class  1 2  O  9 

Duties: 

To  have  charge  of  the  standardisation  of  instruction  in  manual  training  in 
less  than  150  classes;  to  plan  courses  of  study  and  to  select  or  design  equip- 
ment to  be  used  in  the  shops ;  to  rate  the  manual  training  teachers ;  to  prepare 
estimates  of  appropriations  needed  for  maintaining  and  extending  the  work  of 
the  manual  training  department;  to  prepare  examination  questions  in  shop 
subjects  and  mechanical  drawing  for  teachers*  examinations,  and  to  correct 
and  rate  these  papers ;  to  draw  or  approve  requisitions  for  equipment  and  sup- 
plies for  the  grade,  vocational,  high  and  normal  school  manual  training  cUisses 
under  his  supervision ;  and  to  perform  other  relate^  woric 

Qoalifications: 

Graduation  with  a  degree  from  the  technical  course  of  an  institution  of 
recognized  standing;  special  training  in  the  science  of  education,  methods  of 
teaching,  and  educational  values ;  not  less  than  five  years*  successful  exp^ence 
including  administrative  responsibility,  in  teaching  manual  training;  and 
proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:   Teacher,   High   School — ^Manual   Training;   Vocational   Teacher,  Ele- 
mentary Schools. 

To:  First  Assistant   Superintendent  of   Schools;   Second  Assistant  Superin- 
tendent of  Schools. 

Compensation  for  Class 

Annual :  $2200-$235(>-$2500-$2650-^2800-^2950 


Tnuc  OF  Class  : 

SENIOR  DIRECTOR  OF  MANUAL  TRAINING 

Specifications  of  Class 
Duties: 

To  have  general  supervision  over  the  manual  and  vocational  activities  in  both 
high  and  grade  schools,  and  to  act  as  consulting  expert  on  technical  questions 
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for  the  entire  school  system ;  to  have  special  charge  of  the  standardiaation  of 
instmctlon  in  manual  training  in  150  classes  or  more ;  to  plan  courses  of  study 
and  to  select  or  design  equipment  to  be  used  in  the  shops ;  to  rate  manual  train- 
ing teachers ;  to  prepare  estimates  of  appropriations  needed  for  maintaining  and 
extending  the  work  of  the  manual  training  department ;  to  prepare  examination 
questions  in  shop  subjects  and  mechanical  drawing  for  teachers'  examinations, 
and  to  correct  and  rate  these  papers ;  to  act  on  a  committee  to  Inspect  furniture 
and  school  supplies ;  to  draw  or  approve  requisitions  for  equipment  and  supplies 
for  grade,  vocational,  high  and  normal  school  manual  training  classes ;  and  to 
perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  the  technical  course  of  an  institution  of  recog- 
nized standing ;  spedal  training  in  the  science  of  education,  methods  of  teaching, 
and  educational  values ;  not  less  than  five  years*  successful  experience  including 
administrative  responsibility,  in  teaching  manual  training ;  and  proven  adminis- 
trative ability. 

Prindpml  Lines  of  Promotion 

From:  Teacher,  High  School — ^Manual  Training;  Vocational  Teacher,  Elemen- 
tary Schools. 

To:  First  Assistant  Superintendent  of  Schools;  Second  Assistant  Superin- 
tendent of  Schools. 


for  Class 

Annual:  $2500-4265O-|280O-«2S)5O-|3100-¥3250 


TmjB  OF  CiiAss^ 

DIRECTOR  OF  PENMANSHIP  1  O  n 

Spedfications  of  Class  J  ^  J 1 

Duties: 

To  have  charge  of  the  standardization  of  instruction  in  penmanship ;  to  give 
demonstration  lessons  in  classrooms;  to  hold  teachers'  meetings  and  to  confer 
with  teachers ;  to  give  instruction  In  the  theory,  methods,  and  practice  of  writing 
to  the  studait-teachers  in  the  Wilson  Normal  School;  and  to  perform  other 
related  work. 

Qoalifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
five  years'  high  school  teaching,  with  special  training  in  the  science  of  education, 
methods  of  teaching,  and  educational  values ;  at  least  one  year's  graduate  study ; 
special  training  in  penmanship;  and  not  less  than  five  years'  additional  expe- 
rience in  teaching. 

Principal  Lines  of  Promotion 

From:  Teacher,  Elementary  Schools. 

Compensation  for  Class 

Annual :  $220(>-$235(M2500-$2650-$2800-$2950 


TrrLE  OF  Class  : 

DIRECTOR  OF  AMERICANIZATION  WORK 

Specifications  of  Class  1  2 !)  2 

Duties:  l  ^  *' ^^ 

To  have  charge  of  the  standardization  of  the  Americanization  work  of  the 
schools;  to  cooperate  with  Federal  departments  and  civic  organizations  in 
standardizing  Americanization  work;  to  hold  teachers'  meetings;  to  visit 
classes  and  confer  with  teachers ;  to  advise  concerning  the  rating  of  teachers ; 
to  recommend  appointments,  promotions,  and  transfers ;  to  recommend  the  pur- 
chase of  textbooks  and  general  supplies ;  and  to  perform  other  related  work. 
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Qiuilificatioiis: 

Graduation  with  a  degree  from  an  Institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching,  and  educational 
values ;  at  least  one  year's  graduate  work ;  not  less  than  five  years*  experience 
in  Americanization  work ;  special  knowledge  of  civics,  sociology,  and  American 
history ;  tact  and  sympathy ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Americanization  Teacher. 

Compensation  for  Class 

Annual:  $220(>-42350-$250(K^2650^2800^2950 


Title  of  Class: 

DIRECTOR  OF  SPECIAL  SCHOOLS 

Specifications  of  Class  12 I/O 

Duties: 

Under  direction  of  the  Superintendent  to  act  as  educational  director  and  ad- 
ministrative ofllcer  of  the  special  schools  including  ungraded,  atypical,  open-air 
and  tuberculosis  schools ;  to  develop  and  standardize  methods  of  instruction  for 
defective,  delinquent,  dependent  and  backward  children ;  as  administrative  of- 
ficer to  rate  teachers ;  to  advise  teachers  as  to  rules  and  be  resfponsible  for  th^r 
enforcement ;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  de^ee  from  an  institution  of  recognized  standing,  witli 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values ;  at  least  one  year's  graduate  study ;  not  less  than  five  years'  ex- 
perience in  teaching  in  elementary  schools;  special  knowledge  of  methods  of 
instruction  for  defective  and  delinquent  children  and  of  extension  work  In 
education ;  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Principal,  Elementary  Schopls ;  Teaching  Principal,  Elementary  Schools. 
To:  First  Assistant  Superintendent  of  Schools;  Superintendent  of  Schools. 

Compensation  for  Class 

Annual:  $300(V^3150-$3300-$3450-$360a 


Title  of  Class  : 

DIRECTOR  OF  EXTENSION  SCHOOLS 

Specifications  of  Class  1294 

Duties:  i  »w  ^  t: 

Under  direction  of  the  Superintendent  of  Schools,  to  act  as  educational  direc- 
tor and  administrative  officer  for  the  night  and  summer  schools  of  the  District  of 
Columbia ;  to  develop  and  standardize  methods  of  instruction  for  these  schools; 
to  organize  the  schools ;  to  rate  teachers ;  to  advise  teachers  as  to  rules  and  to 
be  responsible  for  their  enforcement ;  and  to  perform  other  related  woiIl 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values ;  at  least  one  year's  graduate  study ;  not  less  than  five  years*  ex- 
perience in  teaching  in  elementary  schools;  five  years*  administrative  experi- 
ence; and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Principal,  Elementary  Schools ;  Teaching  Principal,  Elementary  Schools; 

Principal,  Night  Schools. 
To:  First  Assistant  Superintendent  of  Schools;  Superintendent  of  Schools. 

Compensation  for  Class 

Annual:  $3000-$315(M3300-$345(H>3600 


REGLASSIFICATIOK  COMMISSION  REPORT — ^PART  II.  597 

ELEMENTARY  SCHOOL  INSTRUCTION 


Title  of  Class: 

KINDER6ARTNER  190" 

Speeiflcatioiis  of  Class  J^  ^  ^  t J 

Duties: 

To  be  responsible  for  the  instruction  anrl  educational  development  of  pupils 
in  the  kindergarten;  to  arrange  material  and  programs  for  class  work;  to 
attend  teachers'  meetings ;  to  hold  mothers*  meetings  and  confer  with  parents ; 
through  reading  and  study,  to  keep  informed  concerning  advanced  methods 
of  kindergarten  and  primary  instruction ;  to  be  responsible  for  clerical  work, 
such  as  keeping  records  of  attendance,  vaccination  cards,  medical  inspections, 
and  inventories  of  supplies ;  to  participate  in  civic  and  patriotic  activities ;  and 
to  perform  related  work  as  required. 

Qulificatioiis: 

Graduation  from  the  kindergarten  department  of  an  accredited  normal 
s(^hool ;  musical  training ;  thorou^  knowledge  of  dilld  psychology,  and  sympa- 
thetic understanding  of  little  children. 

Principml  Linei  of  Promotioii 

To:   Teacher,   Normal    School    (Kindergarten);    Director   of   Kindergartens; 
Junior  Director  of  Kindergartens. 

Compensation  for  Class 

Annual :  $1^00-42100;  promotions  of  |100 


Title  of  Class: 

TEACHER,  ELEMENTARY  SCHOOLS 

Specifications  of  Class  1  dJi} 

Duties: 

To  be  responsible  for  the  Instruction  and  educational  development  of  pupils 
in  one  of  the  classes  of  the  elementary  schools;  to  prepare  material  and  pro- 
grams for  schoolroom  activities ;  to  observe  in  model  schools ;  to  attend  teachers' 
m^tings;  to  hold  mothers'  meetings  and  confer  with  parents;  to  assist  in 
playground  and  building  supervision ;  to  perform  clerical  work,  such  as  keep- 
ing records  of  attendance,  dally  reports  on  school  matters,  vaccination  cards, 
medical  inspections,  and  inventories  of  supplies;  to  participate  In  civic  and 
patriotic  activities ;  through  reading  and  study  to  keep  Informed  as  to  advanced 
methods  of  primary  instruction  and  educational  theory;  and  to  perform  re- 
lated work  as  required. 

Qaalificatioiifl: 

Graduation  from  an  accredited  normal  school;  thorough  knowledge  of  child 
psychology  and  sympathetic  understanding  of  children. 

Prindpal  Lines  of  Promotioii 

To:  Model  Teacher;  Principal,  Elemeitary  Schools;  Teaching  Principal,  Ele- 
mentary Schools;  Assistant  to  Director  of  Elementary  Instruction;  Director 
of  Elementary  Instruction ;  Director  of  Penmanship ;  Senior  Director  of  Ele- 
mentary Instruction;  Director  of  Special  Subject;  Teacher,  High  School; 
Junior  Teacher,  Normal  School;  Teacher,  Normal  School. 

Compensation  for  Class 

Annual :  $1200-^lSOO-$1400-<1500-4ie»(V4170ru$1800-$190(>-|2000^2100 
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Name  of  Gboup  of  Classes: 

SPECIAL  TEACHER,  ELEMENTARY  SCHOOLS 

Titles  of  Typical  Classes  in  Group  : 

Special  Teacher,  Elementary  Schools — Domestic  Science 
Special  Teacher,  Elementary  Schools — Domestic  Art 
Special  Teacher,  Elementary  Schools — ^Physical  Training 
Special  Teacher,  Elementary  Schools — ^Drawing 

Specifications  of  Classes  in  Group 
Duties: 

To  give  class  instruction  in  a  special  subject,  or  to  give  demonstration  les- 
sons and  supervise  the  teaching  by  the  regular  classroom  teacher;  to  assist 
the  Director  to  plan  courses  of  study  and  schedules,  and  to  assist  in  general 
office  work  connected  with  the  department ;  to  prepare  material  for  classroom 
work;  to  attend  teachers'  meetings  and  to  participate  in  dvic  and  patriotic 
activities ;  through  reading  and  study,  to  keep  informed  as  to  advanced  methods 
of  elementary  instruction  and  educational  theory ;  and  to  perform  related  work 
as  required. 

Common  Qualifications: 

Graduation  from  an  accredited  normal  school  and  not  less  than  one  year's 
training  in  the  special  subject;  or  graduation  from  high  school  and  not  less 
than  two  years'  training;  preferably  some  teaching  experience;  and  s^ympa- 
thetlc  understanding  of  children. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  ezperioice  in  the  field  Indi- 
cated by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To :  Junior  Director  of  Home  Economics ;  Director  of  Home  ESconomics;  Senior 
Director  of  Home  Economics;  Senior  Director  of  Special  Subject;  Director  of 
Special  Subject. 

Compensation  for  Classes  in  Group 

Annual:  $l20()-$130()^14()(Ml500-4160(>-$170(>-$ldOa-$19^^ 


Name  of  Gboup  of  Classes: 

VOCATIONAL  TEACHEB,  ELEMENTARY  SCHOOLS 

Tmjsa  OF  Typical  Classes  in  Group  : 

Vocational  Teacher,  Elementary  Schools — ^Dressmaking  and  Millinery 
Vocational  Teacher,  Elementary  Schools — Manual  Training 
Vocational  Teacher,  Elementary  Schools — ^Printing  1  O  C|  Q 

Specifications  of  Qasses  in  Group 
Duties: 

To  give  instruction  in  a  vocational  subject;  to  perform  Incidental  clerical 
work,  such  as  keeping  records  of  attendance  and  making  reports ;  to  make  esti- 
mates for  supplies  and  to  care  for  and  inventory  them ;  and  to  perform  related 
work  as  required. 

Common  Qualifications: 

Graduation  from  high  school ;  not  less  than  two  years*  experience  as  Jour- 
neyman ;  preferably  some  teaching  experience. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  the  field  Indi- 
cated by  the  title  of  that  class. 
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Principal  Lines  of  Promotion 

To  .'Teacher,  High  School — ^Manual  Training;  Director  of  Manual  Training; 
Senior  Director  of  Manual  Training. 

Compensation  for  Oasses  in  Group 

Annual :  $120M130()-f  1400^1500-^16(X>-$170(>-|180()^9()O^OOM 


Title  of  Class  : 
AMERICANIZATION  TEACHER 

Spedlications  of  Class  l^O  ^1 

Duties: 

To  instruct  adult  foreigners,  In  classes  or  in  their  homes,  in  the  English 
language,  common  school  subjects,  and  civics;  to i cooperate  with  various  Fed- 
eral and  municipal  agencies  in  efforts  toward  the  general  education,  Ameri- 
canization, and  social  betterment  of  foreign-bom  citizens;  to  attend  teachers' 
meetings ;  through  reading  and  study,  to  keep  informed  as  to  advanced  methods 
of  teaching  and  educational  theory;  to  perform  Incidental  clerical  work;  to 
participate  in  civic  and  patriotic  activities;  and  to  perform  related  work  as 
required. 


Graduation  from  an  accredited  normal  school;  several  years'  ezperlenoe  in 
teaching ;  some  knowledge  of  sociology ;  a  thorough  knowledge  of  American  his- 
tory and  political  theories;  tact  and  sympathy. 

Principal  lines  of  Promotion 

To:  Director  of  Americanization 'Work. 

Compensation  for  Class 

Annual:  $120(>-$1300-$1400^1600^160()-«170(>-|180()-|100(>-.^^ 


Title  of  Class: 
COACHING  TEACHER 

Spedfications  of  Class  1300 

To  give  special  instruction  to  backward  pupils,  and  intensive  instruction  to 
pupils  who  have  been  absent  for  an  extended  period  or  to  those  who  have  en- 
tered from  outside  schools ;  to  attend  teachers'  meetings  and  mothers'  meetings 
and  confer  with  parents ;  through  reading  and  study,  to  keep  informed  as  to  ad- 
vanced methods  of  teaching  and  educational  theory;  to  perform  incidental 
clerical  work ;  to  assist  in  playground  and  building  supervision ;  to  participate 
in  civic  and  patriotic  activities ;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  from  an  accredited  normal  school;  not  less  than  one  year's  ex- 
perience in  teaching ;  thorough  knowledge  of  child  psychology  and  sjrmpathetic 
understanding  of  children ;  tact  and  patience. 

Principal  Unas  of  Promotion 

To:  Principal,  Elementary  Schools;  Teaching  Principal,  Elementary  Schools; 
Assistant  to  Director  of  Elementary  Instruction ;  Director  of  Elementary  In- 
struction. 

Compensation  for  Class 

Annual :  $120(>-«1300-$140M150(>-^1600-(170M1800-|1900-9200M 
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Title  of  Glass  : 

MODEL  TEACHER  1  O  A  1 

Specificatiomi  of  Class  i  O  U 1 

Duties: 

To  be  responsible  for  the  instruction  and  'general  educational  development 
of  pupils  in  a  demonstration  school,  under  the  observation  of  teachers,  in- 
cluding visiting  their  classes  and  testing  them,  offering  constructive  criticism, 
and  reporting  on  th^r  work  to  the  Director  of  Elementary  Instruction  and  the 
Division  School  Superintendent;  to  hold  meetings  of  the  teachers  under  his 
supervision;  to  attend  teachers*  meetings  and  mothers'  meetings;  to  confer 
with  parents;  to  perform  clerical  work,  such  as  keeping  records  of  attendance, 
vaccination  cards,  records  of  medical  inspection,  and  Inventories  of  supplies; 
through  reading  and  study,  to  keep  informed  as  to  advanced  methods  of 
teaching  and  educational  theory;  to  participate  in  civic  and  patriotic  activi- 
ties ;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  from  an  accredited  normal  school ;  not  less  than  one  year's  ex- 
perience in  teaching,  and  proved  ability  as  a  superior  teacher;  sympathetic 
understanding  of  children  and  ability  to  inspire  teachers ;  poise  and  good  ad- 
dress. 

Principal  Lines  of  Promoti<m 

From:  Teacher,  Elementary  Schools. 

To:  Director  of  Elementary  Instruction;  Senior  Director  of  Elemmtary  In- 
struction ;  Assistant  to  Director  of  Elementary  Instruction ;  Teacher,  Normal 
School;  Teaching  Principal,  Elementary  Schools;  Principal,  Elementary 
Schools. 

Compensation  for  Class 

Annual :  $120(>-4130(>-^140()-$1500^160O-(170O-$1800^9(K)-f20O(^2100 


Titus  of  Glass  : 

TEACHING  PRINCIPAL,  ELEMENTARY  SCHOOLS 

Spedfieations  of  Class  1302 

Duties: 

To  be  responsible  for  the  instruction  and  educational  development  of  the 
pupils  in  an  8th  grade  class,  and  in  addition,  to  act  as  administrative  oflScer 
for  the  school;  supervising  tlve  assembling  and  dismissing  of  pupils,  and  su- 
pervising recesses  and  playgrounds;  to  transmit  regulatipns  and  notices;  on 
occasions,  to  assist  the  class  room  teachers  in  handling  cases  of  discipline, 
truancy,  and  tardiness;  to  perform  clerical  work,  such  as  making requifirttlonB, 
receiving,  recording,  and  distributing  books  and  supplies,  and  examining 
teachers'  record  books;  to  have  supervision  over  the  Janitors,  and  general 
responsibility  for  the  care  and  safety  of  the  buildings,  grounds,  and  school 
equipment;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  and 
five  years'  high  school  teaching;  special  training  in  the  science  of  education^ 
methods  of  teaching  and  educational  values;  not  less  than  five  years'  ex- 
perience in  elementary  school  teaching;  and  proven  administrative  ability. 

Principal  lines  of  Promotion 

From:  Teacher,  Elementary  Schools;  Model  Teacher;  Ooa<^ing  Teacher. 
To:    Division   School    Superintendent;   Director   of  Elementary   InstructlOD; 

Senior  Director  of  Elementary  Instruction;   Director  of  Special  Schools; 

Director  of  Extension  Schools;  First  Assistant  Superintendent  of  Schools; 

Second  Assistant  Superintendent  of  Schools. 

Compensation  for  Class 
Annual:  $180(>^1920-|2(>4(>-«2160-^228(M2400^252M264O^276O-42880 
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Title  of  Class  : 

PRINaPAL,  ELEMENTARY  SCHOOLS 

Speeilleatioiui  of  Clam  1303 

Dalies: 

To  act  as  administrative  officer  and  as  educational  supervisor  of  a  large 
elementary  school  building,  or  for  a  group  of  buildings,  including  supervision 
of  the  assembling  and  dismissing  of  pupils,  of  recesses  and  playgrounds,  and 
of  the  transmitting  of  regulations  and  notices ;  on  occasions,  to  assist  the  class- 
room teachers  in  handling  cases  of  discipline,  truancy,  and  tardiness ;  to  assist 
in  the  rating  of  teachers;  to  perform  clerical  work,  such  as  making  requisi- 
tions, receiving,  recording,  and  distributing  books  and  supplies,  and  examining 
teachers*  record  books;  to  have  supervision  over  the  Janitors,  and  general 
responsibility  for  the  care  and  safety  of  the  buildings  and  grounds;  and  to 
perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent;  special  training  in  the  science  of  education,  methods  of  teaching 
and  educational  values;  not  less  than  five  years'  experieice  in  elementary 
school  teaching ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Teacher,  Elementary  Schools;  Model  Teacher;  Coaching  Teacher. 
To:  Division    School    Superintendent;    Director   of   Elementary   Instruction; 

Senior  Director  of  Elementary  Instruction;   Director  of  Special  Schools; 

Director  of  EiXtension  Schools;  First  Assistant  Superintend^it  of  Schools; 

Second  Assistant  Superintendent  of  Schools. 

Compensation  for  Class 

Annual:  $2600^2750-$2900-|305(M^3200-|385O-$3600 


Title  of  Class  : 

DIVISION  SCHOOL  SUPERINTENDENT 

Specifications  of  Class  1  O  U  4 

Duties: 

As  the  educational  supervisor  of  one  of  the  divisions  of  the  school  system, 
under  the  direction  of  the  Superintendent,  to  improve  and  standardize  methods 
of  instruction  in  conference  with  the  Director  of  Kindergartens  and  the  Direc- 
tors of  Elementary  Instruction;  as  administrative  officer,  to  organize  the 
schools,  to  rate  teachers  in  conference  with  these  directors ;  to  advise  teachers 
as  to  rules  and  to  be  responsible  for  their  enforcement ;  and  to  i)erform  other 
related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  with 
special  training  in  the  science  of  education,  methods  of  teaching  and  educa- 
tional values;  at  least  one  year's  graduate  study;  not  less  than  five  years' 
experience  in  teaching  in  elementary  schools;  five  years'  administrative  ex* 
perience;  and  proven  administrative  ability. 

Principal  lines  of  Promotion 

From:  Principal,  Elementary  Schools;  Teaching  Principal,  Elementary  Schools. 
To:  First  Assistant   Superintendent  of   Schools;    Second  Assistant   Superin- 
tendent of  Schools ;  Superintendent  of  Schools. 

Compensation  for  Class 

Annual :  $a00(>-|315M330O-|346O-^e00 
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HIGH  SCHOOL  INSTRUCTION 


Name  of  Gbovf  of  Classes: 
TEACHER,  HIGH  SCHOOL 

Titles  of  Typical  Classes  in  Gbouf: 

Teacher,  High  School — ^Academic  Snhjects 
Teacher,  High  School — Scientific  Suhjects 
Teacher,  High   School — ^French 
Teacher,  High  School— Latin 
Teacher,  High  School — Domestic  Science 
Teacher,  High  School — Music 

Specifications  of  Classes  in  Group  I  OUD 

Duties: 

To  be  responsible  for  classroom  instruction  in  one  or  more  subjects  in  a  high 
school ;  to  have  charge  of  a  group  of  pupils,  called  a  section,  including  keeping 
records,  making  out  pupils*  reports,  correspondence  or  conference  with  parentB, 
and  handling  cases  of  discipline;  to  have  charge  of  study  halls  at  stated 
periods ;  to  do  clerical  work  incidental  to  the  keeping  of  records  of  attendance 
and  pupils'  reports ;  to  attend  teachers'  meetings ;  to  participate  in  ciyic  and 
patriotic  activities ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
not  less  than  five  years'  experience  in  high-school  teaching;  and  sympathetic 
understanding  of  young  people. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field, 
as  Indicated  by  the  title  of  that  dass. 

Principal  lines  of  Promotion 

From :  Teacher,  Elementary  Schools ;  Special  Teacher,  Night  School. 

To :  Head  Teacher,  High  School ;  Head  of  Department,  High  School ;  Assistant 
Principal,  High  School;  Principal,  High  School;  Member  of  Examining 
Board;  Junior  Director  of  Home  Economics;  Director  of  Home  Econonoics; 
Senior  Director  of  Home  Economics;  Senior  Director  of  Special  Subject;  Di- 
rector of  Special  Subject 

Compensation  for  Oasses  in  Group 

Annual :  $1500-^2700 ;  promotions  to  $120 


Name  of  Gbotjp  of  Classes  : 

TEACHER,  HIGH  SCHOOL^MANUAL  TRAINING 

TnxES  of  Typical  Classes  in  Gboup  : 

Teacher,  High  School— Art  Metal  Work 
Teacher,  High  School — Electricity 
Teacher,  High  School— Forge  Shop  Work 
Teacher,  High  School— Machine  Shop  Work 
Teacher,  High  School— Molding  and  Foundry  Work 
Teacher,  High  School— Pattern  Making 
Teacher,  High  School— Printing 

Specifications  of  Classes  in  Group  i  O  U  U 

Duties: 

To  give  instruction  in  the  theory  and  practice  of  one  or  more  manual  training 
subjects;  to  be  responsible  for  the  care  and  upkeep  of  the  shop;  to  prepare 
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material  for  classroom  use;  to  make  reqaisltions  for  equipment  and  supplies; 
to  keep  records  of  attendance  and  work;  and  to  perform  related  work  as 
required. 

Common  Qualifications: 

Graduation  with  a  degree  from  the  technical  course  of  an  institution  of  rec^ 
ognized  standing;  preferably  some  teaching  experience;  experience  in  the 
trade,  and  ability  to  teach. 

Special  Qaalifications: 

For  each  class  In  the  group,  special  training  and  experience  in  a  given  sub- 
ject, as  indicated  by  the  title  of  that  class. 

Principal  Unas  of  Proiaotion 

From:  Vocational  Teacher,  Elementary  Sctuxds. 

To :  Director  of  Manual  Training ;  Senior  Director  of  Manual  Training. 

Compensation  for  Classes  in  Gronp 

Annual :  $1600-|2700 ;  promotions  of  $120 


Tttle  of  Ciass  : 

TEACHER,  HIGH  SCHOOL— ORCHESTRAL  MUSIC 

Spedllcationa  of  Class  |  Si)  7 


To  give  individual  and  class  instruction  on  orchestral  instruments;  to  or- 
ganize school  orchestras  and  conduct  their  rehearsals  and  performances ;  and  to 
perform  related  work  as  required. 

QoaMllcationa: 

Graduation  ftom  high  school,  or,  preferably,  an  accredited  normal  school ;  not 
less  than  two  years*  special  training  in  music ;  additional  training  in  orchestral 
and  band  instruments  and  experience  In  conducting ;  and  not  less  than  one  year's 
experience  in  teaching. 

Principal  lines  of  Proiaotion 

To :  Director  of  Special  Subject ;  Senior  Director  of  Special  Subject. 

Compensation  for  Class 
Annual:  $120O-$130O41400-|1500 


Title  of  Glass  : 

MILITARY  INSTRUCTOR,  HIGH  SCHOOL 

Spedllcations  of  Class  1308 


To  organize  the  high-school  cadet  corps ;  to  Instruct  the  members  of  the  corps 
in  military  drill  and  military  science,  and  in  the  principles  and  practice  of  mili- 
tary discipline;  to  prepare  and  conduct  examinations  for  officers  of  the  cadet 
corps ;  to  supervise  or  to  Instruct  the  corps  in  rifle  practice ;  to  have  charge  of 
the  ordnance  property ;  and  to  perform  other  related  work. 

Qualiflcationa: 

Graduation  from  high  school ;  experience  in  active  military  service  and  some 
experience  as  a  teacher ;  knowledge  of  ndlitary  procedure  and  equipment ;  force 
and  ability  to  lead  young  men. 

Compensation  for  Class 

Annual :  $1200-|ld0(>-|1400-91500 


604  BECLASSIFICATION   COMMISSION   BEPOKT — PABT   H. 

Title  of  Class  : 

SWIMMING  INSTRUCTOR,  HIGH  SCHOOL  1  O  A  O 

Specifications  of  Class  J  O  (/  •' 

Duties: 

To  give  instruction  In  elementary  and  advanced  swimming;  to  coacli  com- 
petitive swimming  teams;  to  plan  and  conduct  swimming  meets;  to  ccmdnct 
swimming  and  life-saving  examinations;  and  to  perform  related  work  as  re- 
quired. 

QuaMcations: 

Graduation  from  high  school,  or,  preferably,  from  an  accredited  norma] 
school;  special  training  in  swimming  and  diving  and  In  methods  of  resuscita- 
tion. 

Compensation  for  Class 

Annual:  $120O-$1300-$14O0-$1500. 


1310 


Name  of  Oeoxjp  or  Classes  : 
HEAD  TEACHER,  HIGH  SCHOOL 

Title  of  Typical  Class  in  GRotfp : 

Head  Teacher — ^Mathematics  ^  r> 

Specifications  of  Classes  in  Group 
Duties: 

Under  the  direction  of  a  Principal,  High  School,  and  of  a  Head  of  department, 
to  have  general  supervision  over  the  instruction  in  a  given  subject  in  one  high 
school ;  to  give  class  room  instruction  in  the  subject ;  to  have  charge  of  a 
group  of  pupils,  called  a  section,  including  keeping  attendance  records,' 
making  out  pupils'  reports,  correspondence  or  conference  with  parents,  and 
handling  cases  of  discipline ;  to  have  charge  of  study  halls  at  stated  periods ;  to 
do  incidental  clerical  work;  to  attend  teachers*  meetings;  to  participate  in  civic 
and  patriotic  activities ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
by  not  less  than  five  years*  experience  in  high  scjiool  teaching;  at  least  one 
year's  graduate  study;  not  less  than  three  years*  additional  experience  In 
teaching,  demonstrating  marked  ability ;  and  proven  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  a  given  field,  as 
indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Teacher,  High  School. 

To:  Head   of  Department,   High   School;   Assistant  Principal,   High   School; 
Member  of  Examining  Board ;  Principal,  High  School. 

Compensation  for  Classes  in  Group 

Annual :  $2100-$2700 ;  promotions  of  $^120 


Name  of  Gbottp  of  Classes  : 

HEAD  OF  DEPARTMENT,  HIGH  SCHOOL 

Titles  of  Typical  Classes  in  Group  : 

Head  ci  Departmmt,  High  School — ^English  ^  o  -I  -I 

Head  of  Departmmt,  High  School— Mathematics  J  0 1 1 

Head  of  Department,  High  School — History 
Head  of  Departmmt,  High  School— Business  Practice 
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Specifications  of  Clancs  in  Group 
Duties: 

Under  the  direction  of  the  Superintendent  of  Schools,  and  an  Assistant  Super- 
intendent, to  have  general  supervision  over  the  Instruction  In  a  given  depart- 
ment of  instruction,  when  such  department  of  instruction  includes  classes  in 
two  or  more  high  schools ;  to  confer  with  principals  and  the  teachers  of  the  de- 
partment ;  to  visit  classes,  criticise  lessons,  and  prepare  departmental  tests  for 
pupils ;  to  hold  meetings  and  special  conferences  with  teachers ;  to  advise  with 
principals  in  the  grading  of  teachers;  to  report  to  the  Superintendent  on  the 
quality  of  instruction  imparted  by  teachers;  to  prepare  questions  in  the  field 
of  the  department  for  the  use  of  the  Board  of  Examiners  in  examining  appli- 
cants for  teachers'  positions;  to  rate  applicants*  examination  papers;  to  give 
classroom  instruction ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
by  not  less  than  five  years*  experience  in  high  school  teaching ;  at  least  one  year's 
graduate  work ;  not  less  than  five  years*  additional  experience  in  teaching,  dem- 
onstrating marked  ability ;  and  proven  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  the  field  indi- 
cated by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Teacher,  High  School ;  Head  Teacher,  High  School. 
To:  First  Assistant   Superintendent   of  Schools;    Second   Assistant   Superin- 
tendent of  Schools;  Principal,  High  School;  Member  of  Bxamlning  Board. 

Compensation  for  Classes  in  Group 

Annual:  $2100-^000;  promotions  of  $150 


Title  of  Class  ; 

ASSISTANT  PRINCIPAL,  HIGH  SCHOOL 

Specifications  of  Class  J  O  JL  /w 

Duties: 

Under  the  direction  of  a  Principal,  High  School,  to  assist  in  supervising  and 
iiirecting  the  teaching  force,  including  visiting  classes,  criticising  lessons,  hold- 
ing meetings  and  special  conferences,  and  grading  teachers;  to  adjust  courses 
of  study;  to  assist  in  the  management  and  control  of  pupils;  to  act  for  the 
Principal  in  his  absence ;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  Its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school 
and  by  not  less  than  five  years*  experience  In  high-school  teaching;  at  least 
one  year's  graduate  work  in  the  science  of  education,  methods  of  teaching, 
and  educational  values ;  not  less  than  three  years'  successful  additional  experi- 
ence in  teaching  in  secondary  schools ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Head  Teacher,  High  School ;  Teacher,  High  School. 
To:  Principal,  High  School. 

Compensation  for  Class 

Annual:  $210O-$d000;  promotions  of  $150 


606  KECLASSiriCATION  COMMISSION  BEPOBT — PART  II. 

Title  of  Class  : 

PRINaPAL,  HIGH  SCHOOL  1  Q  1  O 

Specifications  of  Class  I  O  1 0 

Duties: 

To  act  as  educational  supervisor  and  administrative  officer  of  a  high  school; 
to  adjust  courses  of  study;  to  hold  teachers*  meetings  and  have  conferences 
with  teachers ;  to  rate  teachers  and  recommend  appointments ;  to  have  authority 
over  all  teachers,  pupils  and  janitors  in  the  building ;  to  be  responsible  for  ttie 
care  and  safety  of  the  building  and  equipment;  and  to  perform  other  related 
work. 

Qualifications: 

Graduation  witli  a  degree  from  an  institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school 
and  by  not  less  than  five  years'  experience  in  high  school  teaching ;  at  least  one 
year's  graduate  work  in  the  science  of  education,  methods  of  teaching,  and 
educational  yalues;  not  less  than  five  years'  successful  additional  experience 
in  teaching  in  secondary  schools,  including  supervisory  experience ;  and  proven 
administrative  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Principal,  High  School;  Head  of  Department,  High  School; 
Head  Teacher,  High  School ;  Teacher,  High  School. 

To :  First  Assistant  Superintendent  of  Schools ;  Second  Assistant  Superintend- 
ent of  Schools;  Superintendent  of  Sdiools. 

Compensation  for  Class 

Annual :  $3600-44600;  promotions  of  $160 


NORMAL  SCHOOL  INSTRUCTION 


Name  of  Gbottp  of  Ciasses  : 

JUNIOR  TEACHER,  NORMAL  SCHOOL 

Titles  of  Typical  Classes  in  Gboxji?  : 

Junior  Teacher,  Normal  School — Academic  Subjects 

Junior  Teacher,  Normal  School — Scientific  Subjects 

Junior  Teacher,  Normal  School — Domestic  Science 

Junior  Teacher,  Normal  School — ^Kindergarten  -i  o  -1    * 

Specifications  of  Classes  in  Group  -I  U  X  T 

Duties: 

Under  the  direct  supervision  of  a  Normal  School  Teacher,  to  give  Instruction 
to  student-teachers  in  one  or  more  subjects,  or  to  supervise  the  instruction 
given  by  student-teachers  to  pupils  in  the  critic  schools;  to  instruct  stndent- 
teachers  In  educational  principles  and  methods  of  teaching;  to  attend  teachers' 
meetings;  to  perform  incidental  clerical  work  and  related  work  as  required. 

Common  Qualifications: 

Graduation  from  an  accredited  normal  school  and  one  year's  graduate  study 
or  Its  equivalent;  not  less  than  three  years'  experience  In  elementary  teach- 
ing, demonstrating  unusual  ability;  broad  knowledge  of  modem  educational 
theory  and  practice ;  and  ability  to  Inspire  teachers. 

Special  Qualifications: 

For  each  class  In  the  group,  special  training  and  experi^ace  in  the  field 
required,  as  indicated  by  the  title  of  that  class. 
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Principal  Lines  of  Promotion 

From :  Teacher,  Elementary  Schools. 
To :  Teacher,  Normal  School. 

Compensation  for  Classes  in  Group 

Annual:  $120M132(>-^144(>-1560 


Name  of  Gbottp  of  Classes  : 
TEACHER,  NORMAL  SCHOOL 

TrrLKs  OF  Typical  Classes  in  Qbovf  : 

Teacher,  Normal  School — Academic  Subjects 
Teacher,  Normal  School — Scientific  Subjects 
Teacher,  Normal  School — Domestic  Science 
Teacher,  Normal  School — Physical  Training 
Teacher,  Normal  School — Music 
Teacher,  Normal  School — ^Kindergarten 

Specifications  of  Classes  in  Group         1  ^  1  S 
Duties:  ^0±0 

To  give  instruction  to  student-teachers  in  one  or  more  subjects,  or  to  super- 
vise the  instruction  giv^i  by  student-teachers  to  pupils  in  the  critic  schools; 
to  instruct  student-teachers  in  educational  principles  and  methods  of  teaching; 
to  attend  teachers'  meetings ;  to  perform  clerical  work  Incidental  to  making  re- 
ports of  attendance  and  work;  to  participate  in  civic  and  patriotic  activities; 
and  to  perform  related  work  as  required. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  Institution  of  recognized  standing,  or  its 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
not  less  than  five  years'  exi)erience  in  teaching;  special  training  in  the  science 
of  education,  methods  of  teaching,  and  educational  values;  not  less  than  one 
year's  graduate  work  or  its  equivalent ;  broad  knowledge  of  modem  educational 
theory  and  practice;  and  ability  to  inspire  teachers. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  the  field  re- 
quired, as  indicated  by  the  title  of  that  class. 

Principal  Linos  of  Promotion 

From :  Teacher,  Elementary  School ;  Junior  Teacher,  Normal  School ;  Assistant 
to  Director  of  Elementary  Instruction ;  Kindergartner ;  Model  Teacher. 

To:  Director  of  Special  Subject;  Senior  Director  of  Special  Subject;  Senior 
Teacher,  Normal  School;  Director  of  Elementary  Instruction;  Senior  Di- 
rector of  Elementary  Instruction;  Junior  Director  of  Home  Economics; 
Director  of  Home  Economics;  Senior  Director  of  Home  Economics;  Princi- 
pal, Normal  School. 

Compensation  for  Oasses  in  Group 

Annual :    $1650-$1770-$189M2010-$213(M22C»-$237O-|249a-f26lM2780 
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Name  of  Gboup  of  Classes  : 

SENIOR  TEACHER,  NORMAL  SCHOOL 

Titles  of  Typical  Classes  in  Gbot^p: 

Senior  Teacher,  Normal  School 

Senior  Teacher,  Nornal  School — ^Kindergarten 

Senior  Teacher,  Normal  School — ^Manual  Training  1  Q1  T 

Spedfieations  of  Clasaes  in  Group 
Duties: 

To  perform  the  duties  of  a  Normal  School  Teacher,  and,  in  addUion,  u. 
assist  the  Principal  by  acting  for  him  in  his  absence,  by  taking  cb^^io  of 
faculty  committees,  by  taking  charge  of  school  activities,  or  by  performing  other 
special  administrative  work  as  assigned. 

Common  Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing,  or  iu 
equivalent  as  represented  by  graduation  from  an  accredited  normal  school  and 
by  not  less  than  five  years'  teaching  experience;  at  least  two  years'  graduate 
work ;  not  less  than  five-  years*  additional  experience  in  teaching ;  contInue<l 
study  of  general  educational  theory  as  evidenced  by  examination ;  and  ability  to 
inspire  teachers. 

Spodal  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  In  a  glyeo  field 
as  indicated  by  the  title  of  that  ^ass. 

Principal  lines  of  Promotion 

From :  Teacher,  Normal  SchooL 

To :  Principal,  Normal  School ;  Director  of  Kindergarten ;  Junior  Director  of 
Kindergartens. 

Compensation  for  Oasses  in  Group 

Annual :    $1650-«1770^189(M2010-$2130-$2250-$2STa42490-$26ia-*2730 


Title  of  Glass  : 

PRINCIPAL,  NORMAL  SCHOOL 

Specifications  of  Class  1  ^  1  *7 

Duties:  xoxi 

To  act  as  educational  supervisor  and  administrative  officer  of  a  normal 
school ;  to  adjust  courses  of  study  and  to  provide  for  adequate  observation  and 
practice  work  for  the  studen t- teachers ;  to  hold  teachers*  meetings  and  have 
conferences  with  teachers;  to  rate  teachers  and  recommend  appointments;  to 
have  authority  over  all  teachers,  pupils,  and  janitors  in  the  building;  to  be 
responsible  for  the  care  of  the  building  and  equipment;  and  to  perform  other 
related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  Institution  of  recognized  standing,  witli 
special  training  in  the  science  of  education,  methods  of  teaching,  and  educa- 
tional values ;  at  least  one  year's  graduate  study ;  not  less  than  five  years*  addi- 
tional experience  In  teaching  in  elementary  schools  and  five  years*  suc- 
cessful teaching  in  a  normal  school,  including  supervisory  experience;  broad 
knowledge  of  modem  educational  theories  and  practice ;  marked  adminis- 
trative ability,  leadership,  and  good  address. 

Principal  Lines  of  Promotion 

From:  Senior  Teacher,  Normal  School;  Teacher,  Normal  School; 
To:  First  Assistant  Superintendent  of  Schools;   Superint^ident  of  Schools; 
Second  Assistant  Superintendent  of  Schools. 

Compensation  for  Class 

Annual:  $260(>-$275(M2900-$3050-$320(M3350-^3500 
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SPECIAL  SCHOOLS  INSTRUCTION 


Title  of  Cu^ss  : 

TEACHER,  ATYPICAL  SCHOOLS 

SpedfieationB  of  dass  J  0 1 8 

Dalies: 

To  be  responsible  for  the  instruction  and  general  educational  development  of 
mentally  dedScient  children  in  the  elementary  schools ;  to  prepare  material  and 
programs  for  school-room  activities;  to  observe  in  model  schools;  to  attend 
teachers*  meetings ;  to  hold  mothers*  meetings  and  confer  with  parents ;  through 
reading  and  study,  to  ke^  informed  as  to  advanced  methods  of  teaching  and 
educational  theory ;  to  assist  in  playground  and  building  supervision ;  to.  per- 
form clerical  work,  such  as  keeping  records  of  attendance,  vaccination  cards, 
medical  inspections,  invoitory  and  supplies ;  to  participate  in  civic  and  patriotic 
activities ;  and  to  perform  related  work  as  required. 

QiMfcliflaitions; 

Graduation  from  an  accredited  normal  school;  not  less  than  one  year's  ex- 
perience in  teaching;  special  knowledge  of  child  psychology,  and  of  methods 
of  teaching  subnormal  children ;  unusual  tact,  sympathy,  and  patience. 

Compensation  for  Class 

Annual:    $120()-<1800-«1400-fl50(Ml(M)()>^70(>-(180Ml9()(>-^20(^^ 


Trrus  of  Class; 

TEACHER,  OPEN-AIR  AND  TUBERCULOSIS  SCHOOLS 

Spedlleations  of  Class  1310 

Duties: 

To  be  responsible  f6r  the  instruction  and  general  educational  and  physical 
development  of  children  in  the  tuberculosis  and  other  open-air  schools;  to  at- 
tend teachers'  meetings  and  mothers*  meetings  and  to  confer  with  parents; 
to  perform  Incidental  clerical  work;  to  assist  in  playground  and  building  super- 
vision; to  participate  in  civic  and  patriotic  activities;  through  reading  and 
study  to  keep  informed  as  to  advanced  methods  of  teaching  and  educational 
theory ;  and  to  perform  related  work  as  required. 

QoaUfications: 

Graduation  from  an  accredited  normal  school;  not  less  than  one  year's  ex- 
perience in  teaching;  knowledge  of  child  hygiene,  nursing,  and  dietetics;  un- 
usual tact,  patience,  and  sympathy. 

.   Compensation  for  Class 

Annual :   $1200-|190(>-$1400-|1500-^ieK)()^1700-$180()^190(>-9200()^21 


1320 


Tftle  of  Ciass  : 

TEACHER,  UNGRADED  SCHOOLS 

Specifications  of  Class 
Duties: 

To  be  re^>onsible  for  the  instruction  and  general  educational  development  of 
truant  and  delinquent  children  in  the  ungraded  schools;  to  attend  teachers' 
meetings  and  mothers'  meetings  and  confer  with  parents ;  to  perform  incidental 
clerical  work ;  to  assist  in  playground  and  buildlxig  supervision ;  to  participate 
in  civic  and  patriotic  activities ;  through  reading  and  study  to  keep  informed  as 
to  advanced  methods  of  teaching  and  educational  theory;  and  to  perform  re- 
lated work  as  required. 

lW91fr— 20— PT  2 39 
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Qualifications: 

Graduation  from  an  accredited  normal  school ;  not  less  than  one  year's  ex- 
perience in  teaching ;  special  knowledge  of  psychology ;  unusual  tact,  sympatby 
and  patience;  and  marked  ability  to  control  children. 

Compensation  for  Class 

Annual :  $1200-$130()-^1400-$150()-$160()^1700-^180a^l9()(H520()0-|21W 


TiTiE  OF  Class  : 

TEACHER,  NIGHT  SCHOOL 

Specifications  of  Class  J  O  ^  J. 

Duties: 

To  be  responsible  for  the  instruction  and  educational  development  of  an  ele- 
mentary or  high  school  class  of  pupils  in  the  night  schools ;  to  prepare  material 
and  programs  for  classroom  work ;  to  confer  with  parents  and  pupils ;  to  per- 
form clerical  work,  such  as  keeping  records  of  attendance,  and  making  reports 
on  school  matters ;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  from  an  accredited  normal  school;  and  preferably  one  year's 
experience  in  teaching. 

Principal  Lines  of  Promotion 

To :  Principal,  Night  School. 

Compensation  for  Class 

Per  night :  $3.50 


Name  of  Gboup  of  Classes  : 

SPECIAL  TEACHER,  NIGHT  SCHOOL 

Titles  of  Typical  Classes  in  Gboup  : 

Special  Teacher,  Night  Schools — Domestic  Science 
Special  Teacher,  Night  Schools — Manual  Training 
Special  Teacher,  Night  Schools— Skilled  Trades 
Special  Teacher,  Night  Schools— Physical  Training 

Specifications  of  Classes  in  Group  1  O  2  ^ 

Duties: 

To  give  instruction  in  the  night  schools  in  some  special  subject  or  trade;  to 
prepare  material  for  classroom  work;  to  confer  with  parents  and  pupils;  to 
perform  clerical  work,  such  as  keeping  records  of  attendance  and  making  reports 
on  school  matters ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Graduation  from  high  school,  or,  preferably,  from  an  accredited  normal 
school ;  and  some  experience  in  teaching. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  and  experience  in  the  field  indi- 
cated by  the  title  of  the  class. 

Principal  Lines  of  Promotion 

To :  Teacher,  High  School. 

Compensaticm  for  Classes  in  Group 

Per  night :  $3.50 


RECLASSJFICATIOX    COMMISSION   REPORT— PABT   II.  611 

Title  of  Ci-ass  : 

PRINaPAL,  NIGHT  SCHOOL 

Specifications  of  Class  J.  0/wt> 

Duties: 

To  act  as  educational  director  and  administrative  officer  of  a  night  school 
cf^nter ;  to  arrange  schedules;  to  observe  classroom  instruction  and  advise  teach- 
ers as  to  methods  of  teaching ;  to  arrange  schedules ;  to  maintain  discipline ;  to 
confer  with  teachers  and  supervisory  officials ;  to  have  supervision  over  the  Jan- 
itors and  general  responsibility  for  the  care  and  safety  of  the  building  during 
the  night  school  sessions;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  an  institution  of  recognized  standing  or  its 
equivalent ;  and  not  less  than  one  year's  experience  in  teaching,  preferably  In- 
cluding some  supervisory  experience. 

Principal  lines  of  Promoti<m 

From:  Teacher,  Night  School. 

To :  Director  of  Extension  Schools. 

Compensation  for  Class 

Per  night  (1-5  teachers)  :  $4.00 
Per  night  (6-10  teachers) :  $5.00 
Per  night  (over  10  teachers) :  $6.00 


OTHER  CLASSES  IN  THE  BDUCATIONAIi  SBRVICB 


Name  of  Gbotjp  of  Classes  :   • 
INSTITUTIONAL  TEACHER  (VOCATIONAL) 

Titles  df  Typical  Classes  in  Gbotjp: 

Institutional  Teacher  (Blacksmithing). 

Institntional  Teacher  (Bricklaying) 

Institutional  Teacher  (Brick  Making) 

Institutional  Teacher  (Broom  Making) 

Institutional  Teacher  (Carpentry) 

Institutional  Teacher  (Cement  Work  and  Construction) 

Institutional  Teacher  (Cooking) 

Institutional  Teacher  (Domestic  Science) 

Institutional  Teacher  (Farming) 

Institutional  Teacher  (Floriculture) 

Institutional  Teacher  (Landscape  Gardening) 

Institutional  Teacher  (Laundering) 

Institutional  Teacher  (Lumbering) 

Institutional  Teacher  (Painting) 

Institutional  Teacher,  (Plumbing) 

Institutional  Teacher  (Printing) 

Institutional  Teacher  (Sawmill  Operating) 

Institutional  Teacher  (Sewing) 

Institutional  Teacher  (Shoemaldng) 

Institutional  Teacher  (Tailoring) 

Institutional  Teacher  (Woodworking) 

j^^^^  Specifications  of  Classes  in  Group  1  32  f 

Under  supervision,  to  instruct  inmates  of  a  charitable  or  correctional  institu- 
tion in  an  industry  or  trade ;  to  make  repairs  and  supervise  maintenance  work 
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about  the  institution  in  connection  with  such  instruction ;  to  aid  in  safes^urd- 
ing  the  inmates,  in  maintaining  discipline,  and  in  preventing  escapes;  and  to 
perform  related  work  as  required. 

Common  Qaalillcatimui: 

Common  school  education ;  not  less  than  five  years'  experience  and  ability 
to  give  instruction  in  a  given  Industry  or  trade;  knowledge  of  methods  of 
Instruction ;  and  sympathetic  understanding  of  young  people. 

Special  Qualiftcatiwui: 

For  each  class  in  the  group,  special  knowledge  of  the  particular  industry  or 
trade  in  which  instruction  is  to  be  given,  as  indicated  by  the  title  of  tiuit 
class. 

Principal  Lines  of  Promotion 

To:  Supervisor  of  Boys,  Industrial  Hoihe  School;  Superintendent,  Industrial 
Home  School. 

Compensation  for  Classes  in  Group 

Annual :  $1200-$1300-|1400-$1500-$1600-*17(X)-^1800-^190(^2()0()^ 


Title  of  Class: 

INSTITUTIONAL  TEACHER  (ACADEMIC  SUBJECTS)  1  Q  9  '^ 

SpeeUleations  of  Class 
Duties: 

To  be  responsible  for  the  instruction  In  elementary  subjects  and  the  educa- 
tional development  of  children  in  a  charitable  or  correctional  instltntioii;  to 
prepare  material  and  programs  for  school-room  activities;  through  reading  and 
study,  to  keep  informed  as  to  advanced  methods  of  primary  instruction  and  edu- 
cational theory ;  to  assist  in  playground  and  building  supervision ;  to  malntaiD 
order  and  assist  in  preventing  escapes ;  to  perform  such  clerical  work  as  keep- 
ing records  of  attendance,  vaccination  cards,  medical  inspections,  and  inven- 
torles  of  supplies ;  to  participate  in  civic  and  patriotic  activities ;  and  to  pe^ 
form  related  work  as  required. 

Qualifications: 

Graduation  from  an  accredited  normal  school ;  thorough  knowledge  of  chlki 
psychology  and  sympathetic  understanding  of  children. 

Principal  Lines  of  Promotion 

To:  Supervisor  of  Boys,  Industrial  Home  School;  Superintendent,  Indostrial 
Home  SchooL 

Compensation  for  Class 

Annual :  $12()(H;1300-^140()-^150(>-$160M1700-$18()()-4190M2000^ 


Name  of  Gboup  of  Classes  : 

CURATIVE  WORKSHOP  INSTRUCTOR 

Titles  of  Typical  Classes  in  Gboitf  : 

Curative  Workshop  Instructor  (Academic  Subjects) 

Curative  Workshop  Instructor  (Agricnltnie) 

Curative  Workshop  Instructor  (AutomobUe  Repairing) 

Curative  Workshop  Instructor  (Electricity) 

Curative  Workshop  Instructor  (Shop  Worit) 

Curative  Workshop  Instructor  (Telegraphy)  1  ^  9  A 

Spedflcations  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  have  charge  of  a  vocational  line  of  InstructioD  io 
a  Government  hospital ;  to  plan  and  supervise  the  work  of  student  patienu 


BECLASSIFICATION  COMMISSION  BEPOBT — ^PABT  U.  613 

dud  to  encourage  tiiem  in  their  efforts;  and  to  perform  related  work  as  re- 
quired. 

Common  Qnalifications: 

Training  equlTalent  to  that  represented  by  two  years'  work  in  an  inatltutlon 
of  recognized  standing;  not  less  than  five  years*  experience  in,  and  proven 
ability  to  teach,  a  special  line  of  work ;  tact,  sympathy,  and  patience. 

Special  Qualifications: 

For  each  class  in  the  group,  special  training  in  the  line  of  work  to  be  per- 
formed, as  indicated  by  the  title  of  that  class. 

CompenBation  for  Claases  in  Group 

Annual:  .$3600^$3720-$384(>-$396&-$4080-$4200 

Title  or  Ciass  :  i  O  o  **^ 

INSTRUCTOR  OF  SUPERCARGOES  i  od  4 

Specifications  of  Class 
Dntiea: 

Under  general  supervision,  to  deliver  lectures  to  supercargo  classes  for  the 
Emergency  Fleet  Corporation;  to  give  instruction  to  individuals;  to  interview 
student  supercargoes  with  relation  to  their  qualifications  for  special  assign- 
ments;  and  to  perform  related  work  as  required. 

QoalificationB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  experience  at  sea  In  an  official  capacity,  including 
training  as  a  supercargo ;  and  teaching  ability. 

Compensation  for  Class 

Annual :  $270O-$276O-$282O-$28S0-$2940 


TiTLB  OF  Class: 

CHIEF  OF  SCHOOLS  SECTION  (INDIAN  EDUCATION) 

Specifications  of  Class  1  O  ^  (S 

Duties: 

Under  the  direction  of  the  administrative  head  of  the  Education  Division, 
Office  of  Indian  Affairs,  Department  of  the  Interior,  to  direct  the  work  of  the 
Schools  Section;  to  formulate  and  present  action  which  the  Indian  Office  may 
take  in  regard  to  matters  concerning  its  school  service,  to  be  put  into  effect 
through  correspondence  or  through  recommendation  to  cooperating  divisions; 
to  have  general  supervision  of  the  Government  Indian  schools,  both  as  to  class- 
room Instruction  and  vocational  training;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  the  science  of  educa- 
tion; not  less  than  five  years'  experience  in  educational  work  In  the  Indian 
Service;  and  administrative  ability. 

Compensation  for  Class 

Annual :  $180a-$192a-^204O-$2160-$228(>-$2400 


Title  of  Class  : 

ASSISTANT  CHIEF  OF  TRAINING  DIVISION  (INCOME  TAX  UNIT) 

Specificatioiks  of  Class  1  »^  2 1) 

Duties:  I-Ua^* 

Under  supervision,  to  direct  the  work  of  the  classes  in  training  of  the  In- 
come Tax  Unit  of  the  Bureau  of  Internal  Revenue;  to  select  persons  qualified 
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as  instructors;  to  plan  schedules  for  the  classrooms;  to  aid  in  the  prepawtion 
of  material  for  use  in  instruction ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  hy  graduation  from  high  school; 
thorough  training  and  not  less  than  four  years'  experience  in  accounting ;  and 
teaching  ability. 

Principal  Lines  of  Promotion 

To:  Chief  of  Training  Division  (Income  Tax  Unit). 

Compensation  for  Class 

Annual :  $2000-$212(V-$2240-^23eO-*2480 


Title  of  Cij^ss  : 

CHIEF  OF  TRAINING  DIVISION  (INCOME  TAX  UNIT) 

Specifications  of  Class  ItJuU 

Duties: 

Under  general  direction,  to  supervise  the  training  of  new  staff  members  of 
the  Income  Tax  Unit  In  the  Bureau  of  Internal  Revenue ;  to  prepare  instraciion 
material  for  use  In  training ;  to  furnish  information  concerning  technical  points 
Involved  in  income  tax  work ;  and  to  perform  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  knowledge  of  the  theory  and  practice  of  accounting;  broad  knowl- 
edge of  the  income  tax  law;  not  less  than  five  years'  experience  in  accountlog 
work;  ability  to  teach  and  to  write  clearly;  and  administrative  ability. 

Piinciiial  Lines  of  Piomotion 

From :  Assistant  Chief  of  Training  Division  (Income  Tax  Unit). 

CompenBation  for  Claaa 

Annual:  $4000-$412(>-|4240-$4d60-$4480-f4600 


/  •(3  /  -  J'^sn 
35.  THE  ENGINEERING  SERVICE 


f  Ai«  Bervice  includes  classes  of  positions^  the  duties  of  which  are  to  supervise 
or  to  perform  work  involving  the  application  of  the  principles  of  science  to 
the  design,  construction,  operation,  maintenance,  and  valuation  of  public 
xoorks;  to  the  generation,  distribution,  and  utilization  of  electrical  energy; 
to  the  design  and  construction  of  ships  and  aircraft;  to  the  design  and  con- 
struction, maintenance,  and  operation  of  prime  motors  and  m>achinery;  to 
the  extraction  of  minerals  and  petroleum  from  the  earth  and  their  conver- 
sion to  industrial  use;  to  the  conservation  and  development  of  forest  re- 
sources and  wood  products;  or  to  other  specialized  lines  of  engineering 
activity. 

Classbs  Common  to  All  Bnoinbebino  Sbbibs: 
Janfcw  EnslBccrliiB  Aid 
Copyist  Drmftoman 

Abbonautical  Enoineerino  : 
Acrmuimtlcal  Dntftemaa 
Janlor  Aeronamtical  Biiftlii««r 
AMtstant  A«rmuimtlcal  BngiiiMr 
AMocUte  Aeivnanttcal  EngliMer 
Aertiunitiail  Engineer 
Senior  Aeranamticel  Engineer 

Automotitb  Bnginbhring  : 
AntomotiTe  Timcer 
AntonotiTe  Dnftemen 
AutonotiTe  Detlcner 
Senior  AntomotiTe  Desicner 
AntoiBotiTe  Engineer 
Senior  AntomotiTe  Bncineer 

Cadastbal  Enoinebbino  : 

Anociate  Cadastre!  Encineer 
Cadastral  Engineer 
Senior  Cadastral  Engineer 

Cabtoobapric  Bnginebbino  : 
Cartographic  Draftsman 
Assistant  Cartographic  Engineer 
Associate  Cartographic  Engineer 
Cartographic  Engineer 

Intemational  Canadian  Bonndary  Commissioner 

Cbbamic  Enoineerinq  : 

Ceramic  Engineering  Aid 
Jvnior  Ceramic  Engineer 
Assistant  Ceramic  Engineer 
Associate  Ceramic  Engineer 
Ceramic  Engineer 
Senior  Ceramic  Engineer 

CiYiL  Engineebino  : 

CItII  Engineering  Draftsman 
Ciril  Engineering  Aid 
Jnnior  CItII  Engineer 
Assistant  CItII  Engineer 
Associate  CItU  Engineer 
CItII  Engineer 
Senior  CItII  Engineer 

615 


616  RECLASSIFICATION  COMMISSIOK  REPORT — ^PART  H. 

Civil  Bnginwibing — Continued. 
C«mnisid0iMr  cf  liglith— — ■ 

Chlsf  VahwtlM  BngliiMr,  Intontato  Cm 

Dlnctor  and  Chlrf  BasliiMr,  BMlMMttom  Bwrkt 

Sap«nrlMr  cf  Land  AvpniMlm  btonteto 

Blbctbical  Enoxnsbbing  : 

BlMtrlnd  BnglnMrtBV  Dnf toMUi 
BiMtrical  BnsliiMrliiv  Aid 
Jwfor  EkcCriaa  BnsliiMr 
AMbtant  Ekctrlcal  BnglBMr 
AMocUto  Electrical  BngliMar 
Btoctrical  BnsliMar 


F0BB8TRT : 

Jnlor  Farwt  Aid 
8«ilar  Forwt  Aid 
Janlor  Fonator 
Awlatant  Fonttor 
Aaaodato  Ftenttor 
Fonator 
Sanlar  Fanater 

CUaf,  Faiaat  Sanrlca 

HiOBWAT  Bnoinbibino: 

Aaalatont  Highway  BnglBaar 
Aaaadate  Hlgliway  Bnfflnaar 
Hlffliway  EiifUiaar 
Senior  HIgliwaj  Bnclneer 

Chief,  BnrMM  af  PiAlic  Beada 

HTDBAULIC  EN<nNXBBINO: 

Aaaiatant  HTdraallc  Engineer 
AiBedato  HydranUc  Engineer 
Hydranlic  Bnglneer 
Senlar  Hydranlic  Engineer 

Htdboobaphic  and  Geodetic  BNoiNBiaiN«: 

Aaaiatant  Hydxegraphlc  and  Geadetle  Bnglneer 
Aaaodato  HydrograpUe  and  Geadetle  Bnglnear 
Hydrographlc  and  Geodetic  Bnglneer 
Senior  Hydrographlc  and  Geodetic  Bnglnear 

Snperlntendent,  Coaat  and  Geodetic  Snnrey 

Ii.iMDSCAFB  Abchitbctdbb  : 
Landacape  Draftsman 
Junior  Landacape  Architect 
Aaaiatant  Landacape  Architect 
Aaaociate  Landacape  Architect 
Landscape  Architect 
Senior  Landacape  Architect 

Mabinb  Bnginbbbing: 

Marine  Engineering  Draf toman 
Jnnlor  Marine  Engineer 
Assistant  Marine  Engineer 
Associate  Marine  Engineer 
Marine  Engineer 
Senior  Marine  Engineer 

Superrislng  Inspector  General,  Steamhoat>InapectSan  Serrlee 

&IATBBIAL8  ENGIMBBBING  : 

Materials  Engineering  Aid 
Jnnlor  Materials  Engineer  (Group) 
Asslstont  Materlala  Engineer  (Group) 
Associate  Materials  Engineer  (Group) 
Materiala  Bnglneer  (Group) 
Senior  Materials  Engineer  (Group) 
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Hbchanical  BNOiiraBxiNO : 

Mflwwiwil  EngiiiMiiiMr  Aid 
Mfhimtoil  BndiiMrfair  Dnf tHMA 
Jnntor  Mtrilanlol  EncfaiMr 
AMistant  Mcchaatcal  BnsliMer  ' 
AMocUto  Miehawical  BnffinMr 
IfMhaiilcal  BBdnMr 
Senior  MMhanleml  Bnsliicer 

Mining  Enoinbebing  : 

IflniiMr  BaslBtMliic  Aid 
Jmdor  WaSng  BaslBMr 
AmUiant  Mlnlns  EnglnMr 
AMocUto  MinlBS  EniliiMr 
mniiiff  BnslBMr 
Senior  Mhitag  Engtnoer 

Dfroetor,  Bnroon  of  Minoe 

Nautical  Ekginbbhing  : 

Jvnlor  Namtlcol  Bnslnoor 
AHfatont  Nontical  Enfflnoor 
Aooodate  Nontical  Enfflncor 
Nonticol  Ensfnoor 

Natal  Abchitecture  : 
sup  Drmftaman 
Janior  Naval  Ardiltoct 
AMistant  Nayal  Architect 
Aieodate  Naval  Architect 
Naval  Architect 
Senior  Naval  Architect 

Obdkancb  Bnginsbbing: 

Awedate  Ordnance  Engineer 
Ordnance  Engineer 

PSTBOLSUM  Bngxnsbsing: 

Jvnlor  Petrolewn  Enclneer 
Aialetant  Petrelenm  Engineer 
Aeiociate  Petrolewn  Engineer 
Petvoleun  Engineer 
Senior  Petrolenm  Engineer 

Radio  Bnoinsbbino  : 

Anietant  Radio  Engineer 
Awedate  Radio  Engineer 
Radio  Engineer 

Stbuctdral  Enoinebrino  : 

Aeslstant  Structural  Engineer 
Awedato  Structural  Engineer 
Structural  Engineer 
Senior  Structural  Engineer 

TOPOGBAPHIC  Bnginbebing  : 

Aeelstant  Topographic  Engineer 
Associate  Topographic  Engineer 
Topographic  Engineer 
Senior  Topographic  Engineer 


CLASSES  COMMON  TO  ALL  ENGINEERING  SERIES 


Title  of  Class: 

JUNIOR  ENGINEERING  AID 

Duties:  Specifications  of  Class  1331 

Under  immediate  supervision,   to  perform  miscellaneous  subordinate  work 
in  the  laboratory,  office,  or  field,  in  any  branch  of  engineering. 
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Examples:  Setting  up  apparatus;  making  simple  engineering  computatioos: 
compiling  field  data  or  laboratory  notes ;  filing  and  indexing  maps,  plans,  tn<l 
notebooks;  preparing  samples;  caring. for  instruments  in  the  field  or  laboratory; 
working  as  rodman,  chainman,  or  tracer ;  making  blue  prints. 

Qualifications: 

Common  school  education;  good  health. 

Principal  Lines  of  Promotion 

To:  Ceramic  Engineering  Aid;  Civil  E^ngineering  Aid;  Electrical  Engineering 
Aid ;  Materials  Engineering  Aid ;  Mechanical  Engineering  Aid ;  Mining  En- 
gineering Aid. 

Compensation  for  Class 

Annual:  $840-$900-4960-$102(M1080-41140-$1200 


1332 


Title  of  Class: 
COPYIST  DRAFTSMAN 

Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  make  tracings  from  original  drawings  pre 
pared  by  others;  and  to  perform  miscellaneous  routine  work  in  a  drafting 
room. 

Examples :  Making  simple  tracings ;  copying  data ;  filing  and  indexing  under 
supervision ;  lettering ;  making  simple  drawings  and  diagrams ;  making  hand 
corrections  on  printed  charts. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  scbool; 
knowledge  of  the  use  of  drawing  instruments,  and  ability  to  use  them  neatly. 

Principal  Lines  of  Promotion 

To:  Civil  Engineering  Draftsman;  Cartographic  Draftsman;  Electrical  Gnin- 
neering  Draftsman;  Mechanical  Engineering  Draftsman;  Marine  EhigiDeer- 
ing  Draftsman;  Ship  Draftsman;  Aeronautical  Draftsman;  Automodve 
Tracer;  Landscape  Draftsman. 

Compensation  for  Class 

Annual:  $1080-$114(>-$120a-$1260 


AERONAUTICAL  ENGINEERING 


1  Q  o  r 

lOOO 


TrrLE  OF  Class  : 
AERONAUTICAL  DRAFTSMAN 

Specifications  of  Class 
Duties: 

To  perform,  under  Immediate  supervision,  minor  technical  work  in  an  organi- 
zation engaged  in  aeronautical  engineering;  and  to  perform  related  work  as 
required. 

Examples:  Performing  minor  drafting;  tracing;  sketching;  making  elemen- 
tary computations;  making  models. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  at 
least  two  years*  experience  In  engineering  work ;  familiarity  with  the  use  <^ 
the  slide  rule ;  ability  to  do  lettering  and  drafting  and  to  make  simple  compata- 
tions. 
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Principal  Lines  of  Promotion 

From:  Oopylst  Draftsman. 

To :  Junior  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $120(M1320-$1440-$1560-$168(>^1800 


TiTL£  OF  Class: 

JUNIOR  AERONAUTICAL  ENGINEER 

Speeifications  of  Class  1334 

LI  0u€8S 

Under  immediate  supervision,  to  design  details  of  the  structure  and  fittings 
of  aircraft  In  accordance  with  data  and  instructions-  furnished ;  and  to  perform 
related  work  as  required. 

Examples:  Making  computations,  sketches  and  working  drawings;  writing 
minor  [Specifications;  Inspecting  aircraft  material;  doing  minor  research  work 
in  aerodynamics,  involving  calculations,  lahoratol*y  experiments,  and  testing; 
designing  details  of  aircraft  equipment ;  handling  minor  routine  technical  corre- 
spondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  aeronautical  engineering. 

Principal  Lines  of  Promotion 

From:  Aeronautical  Draftsman. 

To:  Assistant  Aeronautical  Engineer. 

Compensation  for  Class 

Annual:  $1800-$1920-$2a4O^2160 


Title  of  Class  : 

ASSISTANT  AERONAUTICAL  ENGINEER 

Spedfications  of  Class  LuOf) 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  an  aeronautical  engineering 
organization ;  to  collect  and  compile  data  for  specific  items  of  engineering 
studies;  to  take  immediate  charge  of  the  design,  inspection,  or  construction 
of  minor  aeronautical  work;  to  lay  out  and  develop  w^ork  from  specifications, 
or  to  super\'ise  the  work  of  a  drafting  or  computing  force ;  to  conduct  specific 
tests  or  investigations  of  apparatus,  material,  or  processes;  and  to  perform 
related  work  as  required. 

Examples:  Designing  and  detailing  structural  parts  of  aircraft  and  their 
fittings,  gasoline,  water,  and  oil  systems,  or  mechanical  equipment;  writing 
specifications;  making  weight,  stability,  and  strength  calculations;  checking 
plans  and  specifications;  handling  technical  correspondence. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  ^vith  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  pre- 
ferably in  aeronautical  engineering;  not  less  than  two  years'  experience  in 
aeronautical  engineering  work  in  office,  shop,  or  field ;  proven  technical  knowl- 
edge and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Aeronautical  Engineer. 
To :  Associate  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $240O-$252(^$264O-$2760-$288O-$3000 
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Title  of  Glass: 

ASSOCIATE  AERONAUTICAL  ENGINEER 

Spedflcations  of  CUum  1  O  O  U 

Dnti€8: 

To  perform  one  or  more  of  the  following  foncUons  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  In  responsible  charge  of  an  Inter 
mediate  subdi vision  of  an  aeronautical  engineering  organization;  (2)  to  exer 
cise  independent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  designs,  tech- 
nical correspondence  or  valuations;  (8)  to  have  Immediate  charge  of  the  ccm- 
structlon,  maintenance,  or  operation  of  Important  aeronautical  oigineerlng 
virorks  or  projects;  (4)  to  direct  or  perform  Important  lines  of  aeronantical 
engineering  research ; — and  to  perform  other  related  work. 

Examples :  Supervising  or  performing  technical  virork  required  In  the  plan- 
ning and  designing  of  aircraft,  their  equipment  and  fittings ;  making  cakula- 
tions;  writing  specifications;  handling  technical  correspondence;  carrjing  on 
research  work  in  aerodynamics :  having  charge  of  a  particular  class  of  work 
on  either  heavier  or  lighter  than  air  aircraft ;  acting  in  a  technical  or  adTlsory 
capacity  in  special  branches. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  enginenlng,  prefe^ 
ably  in  aeronautical  engineering ;  not  less  than  five  years*  engineering  experi- 
ence, of  which  at  least  one  year  shall  have  been  in  the  direction  or  performance 
of  important  aeronautical  engineering  work;  supervisory  or  administrative 
ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From:  Assistant  Aeronautical  Engineer. 
To:  Aeronautical  Engineer. 

Compensation  for  Clisa 

Annual:  $324(>-|3360-48480-n$360(>-$3720-43840 


Title  of  Class  : 

AERONAUTICAL  ENGINEER  1  Q  Q  -^ 

Specifications  of  Class  lOO  i 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  Initiate  or  execnip 
policies  for  a  major  subdivision  of  an  aeronautical  engineering  organizatioQ : 
(2)  to  prepare  for  final  executive  action,  r^wrts,  estimates,  specifications,  de- 
signs, and  valuation  studies  and  data;  (3)  to  have  charge  of  the  construction, 
inspection,  maintenance,  and  operation  of  aeronautical  engineering  works  of 
major  importance;  (4)  to  direct  or  to  perform  major  lines  of  aeronautical  engi- 
neering research;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice 
on  aeronautical  engineering  works,  projects,  or  policies; — and  to  perform  otb^" 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  at 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  aeronautical  engineering;  not  less  than  eight  years'  engineering  experience, 
of  which  at  leost  four  years  shall  have  been  in  the  direction  or  performance  of 
important  aeronautical  engineering  work;  proven  administrative  and  technics! 
ability. 

Principal  Lines  of  Promotion 

Prom:  Associate  Aeronautical  Engineer. 
To:  Senior  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $4140-$4320-$450a-4?468a-^4860-$5040 
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Title  of  Clash  :  \ 

SENIOR  AERONAUTICAL  ENGINEER  t  "?  ?  « 

Specifications  of  Class 
Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  an  aeronautical  engineering  organization,  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limi- 
tations imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  hpeclflcatlons,  and  data,  or  for  the 
construction,  maintenance,  and  operation  of  large  aeronautical  engineering 
projects;  (3)  to  have  full  charge  of  the  collection  and  presentation  of  data 
for,  and  the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  the 
most  comprehensive  lines  of  aeronautical  engineering  research;  (5)  to  act  as 
consulting  specialist  on  important  aeronautical  engineering  projects,  policies, 
or  valuations; — and  to  perform  other  relatetl  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  aeronautical  engineering;  and  not  less  than  12  years*  engineering  ex- 
perience, of  which  at  least  eight  years  shall  have  been  in  the  direction 
or  performance  of  important  aeronautical  engineering  work  of  a  charact^ 
to  give  substantial  evidence  of  engineering  knowledge  or  ability,  or  of  execu- 
tive capacity,  of  the  highest  order. 

Principal  Lines  of  Piomotioii 

From :  Aeronautical  Engineer. 

CompenBation  for  CUum 


AUTOMOTIVE  ENGINEERINQ. 


TiTUB  or  Class  : 

AUTOMOTIVE  TRACER  ^  'i'lii 

Specifications  of  Claas  1  O  O  J 

Duties: 

Under  immediate  supervision,  to  make  tracings  from  original  drawings  pre- 
pared by  others ;  to  perform  miscellaneous  routine  work  in  the  drafting  room ; 
and  to  perform  other  related  work  as  required. 

Examples :  Making  simple  tracings ;  copying  data ;  filing  and  indexing  under 
supervision;  lettering;  making  simple  drawings  and  diagrams;  making  hand 
corrections  on  printed  charts. 


Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  in  engineering  drafting  work ;  knowledge  of  the 
use  of  drawing  instruments,  and  ability  to  use  them  neatly. 

Principal  Lines  of  Promotion 

From:  Copyist  Draftsman. 
To:  Automotive  Draftsman. 

Compensation  for  Class 

Annual:  $1200-91320-^1440-^1560-$168(>-^1800 
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about  the  institution  in  connection  with  such  instruction ;  to  aid  in  safeguard- 
ing the  inmates,  in  maintaining  discipline,  and  in  preyentlng  escapes;  and  to 
perform  related  work  as  required. 

Common  Qualifications: 

Common  school  education;  not  less  than  five  years*  experience  and  ability 
to  give  instruction  in  a  given  industry  or  trade;  knowledge  of  methods  of 
instruction ;  and  sympathetic  understanding  of  young  people. 

Special  Qualificationa: 

For  each  class  in  the  group,  special  knowledge  of  the  particalar  industry  or 
trade  in  which  instruction  is  to  be  given,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

To:  Supervisor  of  Boys,  Industrial  Hoihe  School;  Superintendent,  Industrial 
Home  School. 

Compensation  for  Classes  in  Group 

Annual :  $1200-^130M140()-$150()-$16(X)-4170()-^18()0-*100()-$2()a 


Title  of  Class: 

INSTITUTIONAL  TEACHER  (ACADEMIC  SUBJECTS)  1  .Q  O  r 

Specifications  of  Class 
Dnties: 

To  be  responsible  for  the  instruction  in  elementary  subjects  and  the  edaca- 
tional  development  of  children  in  a  charitable  or  correctional  institution;  to 
prepare  material  and  programs  for  school-room  activities ;  through  reading  and 
study,  to  keep  informed  as  to  advanced  methods  of  primary  instruction  and  edu- 
cational theory ;  to  assist  in  playground  and  building  supervision ;  to  malDtain 
order  and  assist  in  preventing  escapes ;  to  perform  sndi  clerical  work  as  keep- 
ing records  of  attendance,  vaccination  cards,  medical  inspections,  and  inven- 
tories of  supplies ;  to  participate  in  civic  and  patriotic  activities ;  and  to  per- 
form related  work  as  required. 

Qualifications: 

Graduation  from  an  accredited  normal  school ;  thorough  knowledge  of  child 
psychology  and  sympathetic  understanding  of  children. 

Principal  Lines  of  Promotion 

To:  Supervisor  of  Boys,  Industrial  Home  School;  Superintendent,  Industrial 
Home  SchooL 

Compensation  for  Claaa 

Annual :  $120()-*130()-^14()0-^1500-$16(X)-41700^18(X)-^19<XV42000-^21W 


Name  of  Group  of  Classes  : 

CURATIVE  WORKSHOP  INSTRUCTOR 

Titles  of  Typical  Classes  in  Gboxjp  : 

Curative  Workshop^ Instructor  (Academic  Subjects) 

Curative  Workshop  Instructor  ( AgricnllnFe) 

Curative  Workshop  Instructor  (Automobile  Repairing) 

Curative  Workshop  Instructor  (Electricity) 

Curatiye  Workshop  Instructor  (Shop  Work) 

Curative  Workshop  Instructor  (Telegraphy)  1  ^  9  (i 

Spedflcations  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  have  charge  of  a  vocational  line  of  instructloD  in 
a  Government  hospital;  to  plan  and  supervise  the  work  of  student  patients 
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And  to  encourage  tiiem  in  their  efforts;  and  to  perform  related  work  as  re- 
quired. 

Common  QualificatioiiB: 

Training  equivalent  to  that  represented  by  two  years'  work  in  an  institution 
of  recognized  standing;  not  less  than  five  years*  experience  in,  and  proven 
ability  to  teach,  a  special  line  of  work ;  tact,  sympathy,  and  patience. 

SpeCUU  ^fllB  ■lllf -HTIffPB  • 

For  each  class  in  the  group,  special  training  in  the  line  of  work  to  be  per- 
formed, as  Indicated  by  the  title  of  that  class. 

CompeuMitioii  for  daflses  in  Group 

Annual :  $3600-^720-$3840-$39eO-$4080-|4200 

TrrtE  OF  Class  :  -100**^ 

INSTRUCTOR  OF  SUPERCARGOES  I  O  2  7 

Specifications  of  Class 
Dntiea: 

Under  general  supervision,  to  deliver  lectures  to  supercargo  classes  for  the 
Emergency  Fleet  Corporation;  to  give  instruction  to  individuals;  to  interview 
student  supercargoes  with  relation  to  their  qualifications  for  special  assign- 
ments ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  experience  at  sea  in  an  official  capacity,  including 
training  as  a  supercargo ;  and  teaching  ability. 

Compensation  for  Class 

Annual :  $2700-$276(M2820-^2880-|2940 


Tmx  OF  Class: 

CHIEF  OF  SCHOOLS  SECTION  (INDIAN  EDUCATION) 

Specifications  of  Class  ]  O  ^  (S 

Datiea: 

Under  the  direction  of  the  administrative  head  of  the  Education  Division, 
Office  of  Indian  Affairs,  Department  of  the  Interior,  to  direct  the  work  of  the 
Schools  Section;  to  formulate  and  present  action  which  the  Indian  Office  may 
take  in  regard  to  matters  concerning  its  school  service,  to  be  put  into  effect 
through  correspondence  or  through  recommendation  to  cooperating  divisions; 
to  have  general  supervision  of  the  Government  Indian  schools,  both  as  to  class- 
room instruction  and  vocational  training;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  the  science  of  educa- 
tion; not  less  than  five  years'  experience  in  educational  work  in  the  Indian 
Service;  and  administrative  ability. 

Compensation  for  Class 

Annual :  $1800^192(V^2040-$216(M|2280-$2400 


TrruB  OF  Class  : 

ASSISTANT  CHIEF  OF  TRAINING  DIVISION  (INCOME  TAX  UNIT) 

Specifications  of  Class  1^20 

Duties:  lO/^*' 

Under  supervision,  to  direct  the  work  of  the  classes  in  training  of  the  In- 
come Tax  Unit  of  the  Bureau  of  Internal  Revenue;  to  select  persons  qualified 
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as  Instructors;  to  plan  schedules  for  the  classrooms;  to  aid  in  the  prepawtion 
of  material  for  use  in  Instruction ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  training  and  not  less  than  four  years'  experience  in  accounting;  and 
teaching  ability. 

Principal  Lines  of  Promotion 

To:  Chief  of  Training  Division  (Income  Tax  Unit). 

Compensation  for  Class 

Annual :  $2000-$212O^224(>-$2360-$2480 


Title  of  Class  : 

CHIEF  OF  TRAINING  DIVISION  (INCOME  TAX  UNIT) 

Specifications  of  Class  LOOK) 

Duties: 

Under  general  direction,  to  supervise  the  training  of  new  staff  members  of 
the  Income  Tax  Unit  in  the  Bureau  of  Internal  Revenue ;  to  prepare  instruction 
material  for  use  in  training ;  to  furnish  information  concerning  technical  points 
involved  in  income  tax  work ;  and  to  perform  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  knowledge  of  the  theory  and  practice  of  accounting;  broad  knowl- 
edge of  the  income  tax  law ;  not  less  than  five  years'  experience  in  accounting 
work;  ability  to  teach  and  to  write  clearly;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Chief  of  Training  Division  (Income  Tax  Unit). 

Compensation  for  Class 

Annual:  $4000-$412M424(>-$436(>-¥448(>-|4600 


35.  THE  ENGINEERING  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  ichich  are  to  supervise 
or  to  perform  work  involving  the  application  of  the  principles  of  science  to 
the  desiffn,  construction,  operation,  maintenance,  and  valuation  of  public 
works;  to  the  generation,  distribution,  and  utilization  of  electrical  energy; 
to  the  design  and  construction  of  ships  and  aircraft;  to  the  design  and  con- 
struction,  maintenance,  and  operation  of  pritne  motors  and  m^achinery;  to 
the  extraction  of  minerals  and  petroleum  from  the  earth  and  their  conver- 
sion to  industrial  use;  to  the  conservation  and  development  of  forest  re- 
sources and  wood  products;  or  to  other  specialized  lines  of  engineering 
activity, 

Classw  Common  to  All  Emoinkebimg  Sebibs  : 
Janlor  Bngliiccriiiff  Aid 
Copyist  Dnfteman 

Abbonautical  Enginbebino  : 
Amenamtlcal  Dnftonaa 
Jantor  Aeronautlad  BnBliMer 
Aaaivtaiit  AeroiiMitical  EnglBMr 
AflMdmte  Aerraaaticftl  EngiiiMr 
AerauMtiail  EngiiiMr 
S«nior  A«mui«ticml  BaslBMr 

AUTOMOTITB   BNGIKEIUIINO  : 

Amt0m«tlT»  Tnccr 
A«toiii«tlT«  Dnf temmn 
AmtonottTe  DcslciMr 
Senior  AatomotlTo  DoslgiMr 
A«to|B«tiy«  Bnginocr 
Sailor  AutomotlTo  Bndnoor 

Cadastbal  Bnoineebinq  : 

AnocUto  Cadastral  Eaiffinoer 
Cadastral  Bnslnoer 
Senior  Cadastral  Engiaoor 

Cabioobaphic  Bnoinbbbing: 
Cartographic  Draftsman 
Assistant  Cartographic  Bnginoor 
Associate  Cartographic  Bnginoor 
Cartographic  Bnginoor 

International  Canadian  Bonndary  Coninissioner 

Cbbamic  Engineebino  : 

Ceramic  Engineering  Aid 
Jnnior  Ceramic  Bnginoor 
Assistant  Ceramic  Engineer 
Associate  Ceramic  Engineer 
Ceramic  Engineer 
Senior  Ceramic  Engineer 

ClTIL  Enoineebing  : 

Clril  Engineering  Draftsman 
Clril  Engineering  Aid 
Jnnior  Clril  Engineer 
Assistant  CItU  Engineer 
Associate  Ciril  Engineer 
Clril  Engineer 
Senior  CItII  Engineer 

615 
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Civil  Bnoindbrino — Continued. 
C«mmlMl0iier  cf  UgMliOTuei 

Chlsf  ValmtlM  BngtaiMr,  Interstate  C«MM«rc« 

Dlnctor  and  Chief  Bncfaieer,  BedMBSttom  Serrlce 

SopenrlMr  cf  Land  Avpraiaala,  Intentato  Com 

BUBCTBICAL  Bnoinbsbimo  : 

Blectrical  BnglnMriBr  Draf toMOi 
Blactrical  Endncarlnt  Aid 
Jsnlor  Ekctriaa  BasfaiMr 
AMbtant  Electrleal  Endneer 
AfMidato  Electrical  Bncineer 
Electrical  Endneer 
Bentor  Electrleal  BnglnMr 

FOBBSTBT  : 

Jnlor  FarMt  Aid 
Senlar  Forest  Aid 
Janlor  Foieeter 
AMistant  Ferester 
Aaeodato  Forester 
Foieeter 
Senior  Forester 

Chief,  Foreet  Senrlco 

HiOBWAT  BNOiNngBiNO : 

Assistant  Hlghwaj  Engineer 
Associate  Highway  Engineer 
Hlghwaj  Engineer 
Senior  Highway  Engineer 

Chief,  Barean  of  FnhUc  Beads 

Htdbaulic  Enoinbbrino: 

Assistant  Hydranlic  Engineer 
Associate  Hydranlic  Engineer 
Hydranlic  Engineer 

Senior  Hydranlic  Engineer 

« 

Hydboobaphic  and  Gbodetic  BNOUfSSBiNO : 

Assistant  Hydregraphlc  and  Geodetic  Engineer 
Associate  Hydregraphlc  and  Goodetle  Engineer 
Hydregraphlc  and  Geodetic  Engineer 
Senior  Hydrographlc  and  Geodetic  Engineer 

Snperintendent,  Coast  and  Geodetic  Sanrey 

LiNDSCAPB  Abchitbctube  : 
Landscape  Drafteman 
Junior  Landscape  Architect 
Assistant  Landscape  Architect 
Aseodate  Landscape  Architect 
Landscape  Ardiltect 
Senior  Landscape  Architect 

Mabinb  Enoinbbrimo: 

Marine  .Engineering  Drafteman 
Junior  Marine  Engineer 
Assistant  Marine  Engineer 
Associate  Marine  Engineer 
Marine  Engineer 
Senior  Marine  Engineer 

Supenrislng  Inspector  General,  Steamboat-Inspection  Serrlco 

lliATBBIALS  ENOINBEBINQ  : 

Materials  Engineering  Aid 
Junior  Materials  Engineer  (Group) 
Assistont  Materials  Engineer  (Group) 
Assodato  Materials  Engineer  (Group) 
Materials  Engineer  (Group) 
Senior  Materials  Engineer  (Group) 
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Hbchanical  BNOiNaixiNO : 
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Juitor  Wiclwniriil  BnglnMr 
AMdsteBt  ll«diaiik«]  BngtuMr 
AMOciAte  M«clumlcal  BncfaiMr 
Wiflwnirnl  BnglnMr 
Senior  Morhinlral  BnglnMr 

Hiking  Bnoxkxebing  : 

Mining  BnglnMring  Aid 
Jnnlor  Mining  BnglnMr 
AMistont  Mining  EngtaiMr 
AModato  Mining  BnglnMr 
Mining  BnglnMr 
Senior  Mining  BnglnMr 

DIroetor,  Bnroon  of  MinM 

Nautical  Bnoinubbing  : 

Jnnlor  Nantlcal  BnglnMr 
AMiotant  Nantlcal  BnglnMr 
Anodate  Nantlcal  BnglnMr 
Nantlcal  Bnglnoor 

Natal  Abchitbcturb  : 
sup  Draf tMnan 
Jnnlor  Naral  ArehltMt 
Aadatant  Naval  Arehltoct 
AModato  Naval  ArehltMt 
Naval  Architect 
Scntor  Naval  Architect 

Obdmancb  Bmginebbing: 

AModate  OrdnanM  BnglnMr 
OfdnanM  BnglnMr 

PSTBOLBUM    ENGINIBBIMO: 

Jnnlor  Petrolenni  Engineer 
Aialetant  Petrelenm  BnglnMr 
Awedate  Potroienai  Engineer 
Petfoiooin  BnglnMr 
Senior  Petrelenm  BnglnMr 


Radio  Bnginebbing  : 

AHletant  Radio  BnglnMr 
Awedate  Radio  BnglnMr 
Radio  BnglnMr 

Stbuctubal  Bnginbbrimg  : 

AMietant  Stmctnral  BnglnMr 
AModate  Stmctnral  Engineer 
Stmctnral  BnglnMr 
Senior  Stmctnral  BnglnMr 

TOPOGBAPHIC  Bnginbebing  : 

Aadetant  Topographic  BnglnMr 
AHodate  Typographic  BnglnMr 
Topographic  BnglnMr 
Senior  Topographic  Engineer 


CLASSES  COMMON  TO  ALL  ENGINEERING  SERIES 


Title  of  Class  : 

JUNIOR  ENGINEERING  AID 

Spedfications  of  Qass  1  /{ •{  I 

Duties:  iOOX 

Under  immediate  supervision,  to  perform  miscellaneous  subordinate  work 
in  the  laboratory,  office,  or  field,  In  any  branch  of  engineering. 
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Examples:  Setting  up  apparatus;  making  simple  engineering  compatatioDS : 
compiling  field  data  or  laboratory  notes;  filing  and  indexing  maps,  plans,  and 
notebooks;  preparing  samples;  caring.for  instruments  In  the  field  or  laboratory; 
working  as  rodman,  chainman,  or  tracer ;  nrnking  blue  prints. 

Qualifications: 

Common  school  education;  good  health. 

Principal  Lines  of  Promotion 

To:  Ceramic  Engineering  Aid;  Civil  Engineering  Aid;  Electrical  Engineering 
Aid;  Materials  Engineering  Aid;  Mechanical  Engineering  Aid;  Mining  En- 
gineering Aid. 

Compensation  for  Class 

Annual:  $840-$900-$96a-$1020^1080-$114(>-$1200 


1332 


Title  of  Class: 
COPYIST  DRAFTSMAN 

Specifications  of  Class 
Duties: 

Under  Immediate  supervision,  to  make  tracings  from  original  drawings  pre- 
pared by  others;  and  to  perform  miscellaneous  routine  work  in  a  drafting 
room. 

Examples :  Making  simple  tracings ;  copying  data ;  filing  and  indexing  under 
supervision;  lettering;  making  simple  drawings  and  diagrams;  making  hand 
corrections  on  printed  charts. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school : 
knowledge  of  the  use  of  drawing  instruments,  and  ability  to  use  them  neatly. 

Principal  lines  of  Promotion 

To:  Civil  Engineering  Draftsman;  Cartographic  Draftsman;  Electrical  Engi- 
neering Draftsman;  Mechanical  Engineering  Draftsman;  Marine  Engineer- 
ing Draftsman;  Ship  Draftsman;  Aeronautical  Draftsman;  Automotive 
Tracer;  Landscape  Draftsman. 

Compensation  for  Class 

Annual:  $1080-$1140-$120M1260 


AERONAUTICAL  ENGINEERING 


10  o  r 


Title  of  Class  : 
AERONAUTICAL  DRAFTSMAN 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  In  an  organi- 
zation engaged  in  aeronautical  engineering;  and  to  perform  related  work  as 
required. 

Examples:  Performing  minor  drafting;  tracing;  sketching;  making  elemen- 
tary computations ;  making  models. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiool;  at 
least  two  years*  experience  In  engineering  work;  familiarity  with  the  use  of 
the  slide  rule ;  ability  to  do  lettering  and  drafting  and  to  make  simple  computa- 
tions. 
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Principal  Lines  of  Promotion 

From:  Oopyist  Draftsman. 

To :  Junior  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $120M132(M144(V-$1560-$1680-$1800 


TiTix  OF  Class: 

JUNIOR  AERONAUTICAL  ENGINEER 

Specifications  of  Class  1  .^  I^  4. 

Dnties:  lOU^ 

Under  immediate  supervision,  to  desipn  details  of  the  structure  and  fittings 
of  aircraft  in  accordance  with  data  and  instructions-  furnished ;  and  to  perform 
related  work  as  required. 

Examples:  Making  computations,  sketches  and  working  drawings;  writing 
minor  specifications;  Inspecting  aircraft  material;  doing  minor  research  work 
in  aerodynamics,  Involving  calculations,  laboratory  experiments,  and  testing; 
designing  details  of  aircraft  equipment ;  handling  minor  routine  technical  corre- 
spondence. 

Qaalilications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  aeronautical  engineering. 

Principal  Lines  of  Promotion 

From:  Aeronautical  Draftsman. 

To:  Assistant  Aeronautical  Engineer. 

Compensation  for  Class 

Annual:  $1800-$1920-$2040-$2160 


Title  of  Class  : 

ASSISTANT  AERONAUTICAL  ENGINEER 

Specifications  of  Oass  100  0 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  an  aeronautical  engineering 
organization ;  to  collect  and  compile  data  for  specific  items  of  engineering 
studies;  to  take  immediate  charge  of  the  design,  inspection,  or  construction 
of  minor  aeronautical  work ;  to  lay  out  and  develop  work  from  specifications, 
or  to  super>ise  the  work  of  a  drafting  or  computing  force ;  to  conduct  si)eclfic 
tests  or  investigations  of  apparatus,  material,  or  processes;  and  to  perform 
related  work  as  required. 

Examples:  Designing  and  detailing  structural  parts  of  aircraft  and  their 
fittings,  gasoline,  water,  and  oil  systems,  or  mechanical  equipment;  writing 
specifications;  making  weight,  stability,  and  strength  calculations;  checking 
plans  and  specifications;  handling  technical  correspondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  pre- 
ferably in  aeronautical  engineering;  not  less  than  two  years'  experience  in 
aeronautical  engineering  work  in  office,  shop,  or  field ;  proven  technical  knowl- 
edge and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Aeronautical  Engineer. 
To:  Associate  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $240(>-$2520-$2640-$2760-n^2880-$3000 
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Title  of  Class: 

ASSOCIATE  AERONAUTICAL  ENGINEER 

Spedfications  of  Qass  1  O  O  U 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction : — (1)  to  be  In  responsible  charge  of  an  inter- 
mediate subdivision  of  an  aeronautical  engineering  organization ;  (2)  to  exe^ 
else  independent  engineering  Jud^oient  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  designa  tedi- 
nical  correspondence  or  valuations;  (3)  to  have  immediate  charge  of  the  con- 
struction, maintenance,  or  operation  of  important  aeronautical  engineering 
works  or  projects;  (4)  to  direct  or  perform  important  lines  of  aeronautical 
engineering  research ; — and  to  perform  other  related  work. 

Examples:  Supervising  or  performing  technical  work  required  In  the  plan- 
ning and  designing  of  aircraft,  Uieir  equipment  and  fittings;  making  oUcula- 
tions;  writing  specifications;  handling  technical  correspondence;  carrying  on 
research  work  in  aerodynamics :  having  charge  of  a  particular  class  of  work 
on  either  heavier  or  lighter  than  air  aircraft ;  acting  in  a  technical  or  advisory 
capacity  in  special  branches. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  aeronautical  engineering;  not  less  than  five  years'  engineering  experi- 
ence, of  which  at  least  one  year  shall  have  been  In  the  direction  or  performance 
of  important  aeronautical  engineering  work;  supervisory  or  administrative 
ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From:  Assistant  Aeronautical  Engineer. 
To:  Aeronautical  Engineer. 

Compensation  for  ClAss 

Annual:  $3240>$3360-43480-n$d60(>-$372(>-$3840 


Title  of  Glass  : 

AERONAUTICAL  ENGINEER  1  Q  Q  '^ 

Specifications  of  Oass  1 1)  O  I 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  an  aeronautical  engineering  organization; 
(2)  to  prepare  for  final  executive  action,  reports,  estimates,  specifications,  de- 
signs, and  valuation  studies  and  data;  (3)  to  have  charge  of  the  construction, 
inspection,  maintenance,  and  operation  of  aeronautical  engineering  works  of 
major  Importance ;  (4)  to  direct  or  to  perform  major  lines  of  aeronautical  engi- 
neering research;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice 
on  aeronautical  engineering  works,  projects,  or  policies; — ^and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  aeronautical  engineering;  not  less  than  eight  years*  engineering  experience, 
of  which  at  least  four  years  shall  have  been  in  the  direction  or  performance  of 
important  aeronautical  engineering  work;  proven  administrative  and  technical 
ability. 

Principal  Lines  of  Promotion 

From:  Associate  Aeronautical  Engineer. 
To:  Senior  Aeronautical  Engineer. 

Compensation  for  Class 

Annual :  $4140-$4320-$450(K$4680-$48eO-$5040 
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TnxB  OF  Ctj^ss  :  \ 

SENIOR  AERONAUTICAL  ENGINEER  7  *?  *?  Ni 

Specifications  of  Class 
Daties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  an  aeronautical  engineering  organization,  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limi- 
tations imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  f>pecificatlons,  and  data,  or  for  the 
construction,  maintenance,  and  operation  of  large  aeronautical  engineering 
projects;  (3)  to  have  full  charge  of  the  collection  and  presentation  of  data 
for,  and  the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  the 
most  comprehensive  lines  of  aeronautical  engineering  research;  (5)  to  act  as 
consulting  specialist  on  important  aeronautical  engineering  projects^  policies, 
or  valuations ; — and  to  perform  other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  aeronautical  engineering;  and  not  less  than  12  years'  engineering  ex- 
perience, of  which  at  least  eight  years  shall  have  been  in  the  direction 
or  performance  of  important  aeronautical  engineering  work  of  a  character 
to  give  substantial  evidence  of  engineering  knowledge  or  ability,  or  of  execu- 
tive capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Aeronautical  Engineer. 

Compensation  for  Class 


AUTOMOTIVE  ENQINEERING. 


Trrufi  <nr  Class  : 

AUTOMOTIVB  TRACER  ^  QOi\ 

Specifications  of  Class  1  O  O  J 

Duties: 

Under  immediate  supervision,  to  make  tracings  from  original  drawings  pre- 
pared by  others ;  to  perform  miscellaneous  routine  work  in  the  drafting  room ; 
and  to  perform  other  related  work  as  required. 

Examples :  Making  simple  tracings ;  copying  data ;  filing  and  indexing  under 
supervision;  lettering;  making  simple  drawings  and  diagrams;  making  hand 
corrections  on  printed  charts. 

QnaUfications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  in  engineering  drafting  work ;  knowledge  of  the 
use  of  drawing  instruments,  and  ability  to  use  them  neatly. 

Principal  Lines  of  Promotion 

From:  Copyist  Draftsman. 
To:  Automotive  Draftsman. 

Compensation  for  Class 

Annual:  $1200^132(^1440-$196(M1680^1800 
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Title  of  Class  : 
AUTOMOTIVE  DRAFTSMAN 

Specifications  of  Class  1  04U 

Duties: 

To  perform,  under  immediate  supervision,  routine  drafting  work  in  connec- 
tion with  the  preparation  of  plans  for  automotive  engineering  projects ;  and  to 
perform  related  work  as  required. 

Examples:  Making  tracings  from  original  drawings;  making  drawings  of 
minor  importance ;  filing  and  indexing  drawings ;  lettering ;  computing ;  revisiLg 
tracings ;  carrying  on  routine  tests ;  recording  data,  and  writing  reports  on  tests 
of  different  assemblies  of  automotive  vehicles,  including  engine,  transmission, 
chassis,  and  rear  axles. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  automotive  engineering. 

Principal  Lines  of  Promotion 

From:  Automotive  Tracer. 
To:  Automotive  Designer. 

Compensation  for  Class 

Annual:  $1800-$192(K$204O^2160 


Title  of  Class: 
AUTOMOTIVE  DESIGNER 

Specifications  of  Class  1341 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  specific  adminis- 
trative and  technical  direction; — (1)  to  be  responsible  for  the  conduct  of  the 
work  of  a  minor  subdivision  of  an  automotive  engineering  organization;  (2) 
to  collect  and  compile  data  for  specific  items  of  engineering  studies;  (3)  to 
take  immediate  charge  of  the  design,  inspection,  or  construction  of  minor 
automotive  engineering  work;  (4)  to  lay  out  and  develop  work  from  specifica- 
tions, and  to  supervise  the  work  of  a  drafting  or  computing  force;  (5)  to  con- 
duct specific  tests  or  investigations  of  apparatus,  material,  or  processes ;— and 
to  perform  related  work  as  required. 

Examples:  Planning  and  carrying  on  tests  on  internal  combustion  engines, 
transmissions,  clutches,  rear  axles,  or  other  parts  of  automatic  apparatus; 
making  tests  on  materials  which  compose  such  assemblies ;  laying  out  the  gen- 
eral design  of  such  units. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  pref- 
erably in  automotive  engineering ;  not  less  than  two  years*  experience  in 
automotive  engineering  work  in  ofilce,  shop,  or  field ;  proven  technical  knowledge 
and  proficiency. 

Principal  Lines  of  Promotion 

From:  Automotive  Draftsman. 
To :  Senior  Automotive  Designer. 

Compensation  for  Class 

Annual:  $2400-$2520-.$264(V-$2760-$2880-$3000 
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TnxE  OF  Glass: 

SENIOR  AUTOMOTIVE  DESIGNER 

Specifications  of  Class  1  On:^ 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  Inter- 
mediate subdivision  of  an  automotive  engineering  organization;  (2)  to  exercise 
independent  engineering  Judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  or  designs; 
(3)  to  have  immediate  charge  of  the  construction,  maintenance,  or  operation 
of  important  automotive  engineering  works  or  projects;  (4)  to  conduct  or  to 
direct  important  lines  of  engineering  research; — and  to  perform  other  related 
work. 

Examples:  Preparing  instructive  pamphlets;  designing  special  apparatus  for 
testing ;  laying  out  general  designs  of  parts  of  automotive  equipment ;  designing 
and  detailing  motor  cars;  carrying  on  research  work  on  instruments  and 
methods  of  test 


Training  equivalent  to  that  represented  by  grad\jatlon  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  automotive  engineering;  not  less  than  five  years'  engineering  experi- 
ence, of  which  at  least  one  year  shall  have  been  in  the  direction  or  performance 
of  important  automotive  engineering  work ;  supervisory  or  administrative  ability 
or  a  high  degree  of  technical  skill. 

Lines  of  Promotion 


From :  Automotive  Designer. 
To:  Automotive  Engineer. 

,  Compensation  for  Class 

Annual :  $3240-$3360-$3480-$3e00-$3720-$3840 


Title  of  Class: 
AUTOMOTIVE  ENGINEER 

Specifications  of  Class  1  O  4  O 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  administra- 
tive direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  an  automotive  engineering  organization; 
(2)  to  prepare  for  final  executive  action,  reports,  estimates,  specifications, 
designs,  and  data;  (3)  to  have  charge  of  the  construction,  inspection,  mainte- 
nance, and  oi)eratlon  of  automotive  engineering  works  of  major  importance; 

(4)  to  direct  or  to  perform  major  lines  of  automotive  engineering  research; 

(5)  to  furnish  for  executive  action,  expert  or  critical  advice  on  automotive 
engineering  work,  policies,  or  projects ; — and  to  perform  other  related  work. 

Examples:  Exercising  responsibility  for  the  proper  execution  or  development 
of  plans  and  specifications,  calculation  and  estimates  of  cost  for  motor  cars, 
trucks,  motor  cycles,  trailers,  tractors,  tanks,  and  other  forms  of  automotive 
apparatus;  supervising  the  manufacturing  and  testing  of  experimental  auto- 
motive models,  and  the  inspection  of  automotive  material  and  manufacture; 
handling  technical  correspondence;  supervising  the  designing  and  detailing  of 
motor  cars,  or  other  forms  of  automotive  apparatus;  estimating  costs  and 
checking  specifications,  contracts,  and  purchase  orders. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  automotive  engineering;  not  less  than  eight  years'  engineering  experience, 
of  which  at  least  four  years  shall  have  been  in  the  direction  or  performance  of 
important  automotive  engineering  work;  proven  administrative  and  technical 
ability. 
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Principal  Lmes  of  PFomotion 

From :  Senior  Automotive  Designer. 
To:  Senior  Automotive  Engineer. 

Compensation  for  Class 

Annual:  $414a44d20-$4500-$4680-4486(>-$6040 


Title  of  Class  : 

SENIOR  AUTOMOTIVE  ENGINEER 

Specifications  of  Class  X  0  7  *^ 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  an  automotive  engineering  organization,  or  of  a  znain 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limi- 
tations Imposed  by  laws,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  specifications,  and  data,  or  for 
the  construction,  malntenapce,  and  operation  of  large  automotive  engineering 
projects;  (8)  to  direct  or  to  perform  the  most  comprehensive  lines  of  auto- 
motive engineering  research  or  design;  (4)  to  act  as  consulting  specialist  on 
important  automotive  engineering  policies,  projects,  or  valuations ; — ^and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  automotive  engineering ;  and  not  less  than  12  years'  engineering  expe- 
rience, of  which  at  least  8  years  shall  have  been  in  the  direction  or  perfonn- 
ance  of  Important  automotive  engineering  work  of  a  character  to  give 
substantial  evidence  of  engineering  knowledge  and  ability,  or  of  executlTe 
capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Automotive  Engineer. 

Compensation  for  Class 


CADASTRAL  ENGINEERING 


TiTLB  OF  Class  : 

ASSOCIATE  CADASTRAL  ENGINEER 

Specifications  of  Oass  1  O  4  0 

Duties: 

Under  general  administrative  and  technical  direction,  to  be  in  responsible 
charge  of  an  intermediate  subdivision  of  a  cadastral  engineering  organlzatioQ; 
to  prepare  instructions  for  particular  surveys  and  resurveys;  to  examine 
returns  of  surveys  as  to  correctness  and  sufilclency;  and  to  perform  other 
related  work. 

Examples :  Reviewing  returns  of  surveys ;  verifying  computations  of  position 
as  determined  by  astronomical  method;  passing  on  the  sufficiency  of  surveys 
as  a  basis  for  the  granting  of  land  patents  under  existing  laws. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  civil  engineering; 
not  less  than  five  years'  general  engineering  experience,  of  which  at  least  one 
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year  shall  have  been  in  the  direction  or  performance  of  important  cadastral 
engineering  work ;  and  supervisory  or  administrative  ability,  or  a  high  degree 
of  technical  skill. 

Principal  Lines  of  Promotion 

To :  Cadastral  Engineer. 

Compensation  for  Class 
Annual:  |324O-$330O-|348O^$8eO(V4372O-$384O 


TiTUB  OF  Class  : 
CADASTRAL  EN6INBSR 

Specifieationfl  of  Class  1346 

Dntiea: 

To  perform  one  or  more  of  the  following  fanctions  under  general  direction : — 
(1)  to  have  responsible  charge  of,  and  to  initiate  and  determine  policies  for  a 
major  subdivision  of  a  cadastral  en^neerlng  organization  charged  with  the 
survey  of  public  lands;  (2)  to  prepare  for  final  executive  action,  reports,  esti- 
mates, plans,  specifications  and  data;  (3)  to  determine  the  merits  and  sufll- 
dency  of  surveys  and  resurveys;  (4)  to  supervise  the  work  of  the  surveyors  in 
the  field ;  (5)  to  prepare  and  promulgate  decisions  involving  questicms  of  sur- 
vey; (6)  to  consider  the  technical  and  legal  effects  of  proposed  action  upon 
rights  vested  in  lands  surveyed;  (7)  to  act  as  special  adviser  in  all  matters 
concerning  surveys  and  resurveys  of  public  lands  within  the  Jurisdiction  of  the 
€reneral  Land  Office ; — and  to  perform  other  related  work. 

Qnalillcationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering;  not 
less  than  eight  years'  general  engineering  experience,  of  which  at  least  four 
years  shall  have  been  in  the  direction  or  performance  of  important  cadastral 
engineering  work;  large  capacity  and  proven  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Cadastral  Engineer. 
To :  Senior  Cadastral  Engineer. 

Compensation  for  Class 

Annual:  $414a44320-$4500-n$468(M4860-$5040 


TnxE  OF  Class  : 

SENIOR  CADASTRAL  ENGINEER 

_  Specifications  of  Oass  134^ 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief 
administrative  charge  of  a  cadastral  engineering  organization,  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limita- 
tions imposed  by  law,  regulations,  or  other  fixed  requirements ;  (2)  to  be  respon- 
sible for  reports,  estimates,  plans,  and  specifications  involved  In  the  survey  and 
resurvey  of  public  lands;  (3)  to  originate  and  formulate  the  technical  practice 
and  procedure  for  all  surveys  and  resurveys,  and  to  adapt  such  practice  and 
procedure  to  the  legal  and  equitable  considerations  Involved  In  the  protection 
of  vested  rights;  (4)  to  supervise  the  work  of  the  United  States  Surveyors 
Greneral;  (5)  to  prepare  and  promulgate  decisions  Involving  surveys  affecting 
large  interests;  (6)  to  act  as  consulting  specialist  on  Important  cadastral  engi- 
neering projects  or  policies  ;--and  to  perform  other  related  work. 

QnalillcationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
histitutlon  of  recognized  standing,  with  major  work  in  civil  engineering;  and 
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not  less  than  12  years'  general  engineering  experience,  of  which  at  least  8  ye&n 
shall  have  been  in  the  direction  or  performance  of  cadastral  engineering  work 
of  a  character  to  give  substantial  evidence  of  engineering  knowledge  and  ability, 
or  of  executive  capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Cadastral  Engineer. 

Compensation  for  Class 

«       f       4r 


CARTOGRAPHIC  ENGINEERING 


Title  of  Class: 
CARTOGRAPHIC  DRAFTSMAN 

Specifications  of  Class  1  0  ^  ^ 

Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  in  an  or- 
ganization engaged  in  cartographic  engineering. 

Examples :  Plotting  surveys  from  notes ;  drawing  and  lettering  original  Add 
sheets  or  other  maps ;  making  tracings  of  maps  and  charts ;  applying  minor  and 
hand  corrections  from  related  data;  coloring  and  mounting  maps;  indexing 
and  filing  field  records  and  maps. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years'  experience  in  drafting  work ;  ability  to  do  lettering  and 
drafting,  and  to  make  simple  computations. 

Principal  Lines  of  Promotion 

From:  Engineering  Aid;  Copyist  Draftsman. 
To:  Junior  Civil  Engineer. 

Compensation  for  Qass 

Annual:  $1200-$132(M1440-41560-^1680^1800 


Title  of  Class: 

ASSISTANT  CARTOGRAPHIC  ENGINEER  1  Q  /l  O 

Specifications  of  Class  I  O  4  * 

Duties: 

Under  specific  administrative  and  technical  direction  in  a  cartographic  engi- 
neering organization,  to  compile  and  draw  charts  and  maps  involving  complete 
layout  from  specifications  and  instructions ;  and  to  perform  related  work  as 
required. 

Examples :  Making  computations ;  constructing  projections  and  plotting  geo- 
graphic positions;  compiling  base  and  other  maps,  and  nautical  charts  from 
original  surveys  and  other  sources;  plotting,  inking,  and  verifying  difficult 
hydrographlc,  wire-drag,  topographic,  land,  or  other  surveys  from  field  records; 
revising  and  correcting  charts  and  maps;  making  accurate  and  artistic  draw- 
ings and  illustrations  for  reproduction;  checldng  proofs,  plans,  and  maps;  In- 
dicating on  charts  the  positions  and  character  of  all  reported  dangers  and  aids 
to  navigation,  from  related  data. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering,  prefer- 
ably specialization  in  mapping ;  not  less  than  two  years'  office  experience  In 
cartographic  engineering  work ;  proven  technical  knowledge  and  proficiency. 
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Principal  Linefl  of  Promotion 

From :   Junior  Civil  Engineer. 

To:   Associate  Cartographic  Engineer. 

Compensation  for  Class 

Annual:  |240()-4252M2640-$27e(M288a-$3000 
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TrrLE  OF  Class: 

ASSOCIATE  CARTOGRAPHIC  ENGINEER 

SpediicationB  of  Oass 
Duties: 

Under  general  administrative  and  technical  direction,  to  be  In  re^nslble 
charge  of,  or  to  participate  in  the  drafting  or  verification  of  one  or  more  Im- 
portant mapping  projects  in  a  cartographic  engineering  organization ;  to  make 
or  to  supervise  difficult  adjustments  and  compilations  of  maps  or  charts  from 
specifications;  to  Instruct  and  train  assistants;  and  to  perform  other  related 
work. 

Ehcamples:  Computing  and  constructing  polyconlc,  Mercator,  Lambert,  and 
other  projections,  for  field  surveys  and  chart  drawings;  making  mathematical 
and  physiographic  adjustments;  assembling  data  for  hydrogra^hic,  topo- 
graphic, geologic,  agricultural,  postal,  and  other  maps ;  compiling,  revising,  and 
correcting  maps  and  charts  for  engraving  or  direct  reproduction^  editing  or 
finally  checking  charts  and  maps  before  publication ;  making  critical  examina- 
tion, comparison,  and  classification  of  data  for  mapping  or  charting  purposes, 
and  indicating  the  extent  of  application  to  each  map  or  chart  affected;  per- 
forming research  work  pertaining  to  topographic,  hydrographlc,  and  other  sur* 
veys  or  maps,  for  official,  legal,  and  commercial  use. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering,  prefer- 
ably specialization  in  mapping;  not  less  than  five  years'  general  carto^aphic 
engineering  experience,  of  which  at  least  one  year  shall  have  been  in  responsible 
office  cartographic  engineering  work ;  and  a  high  degree  of  technical  skill. 

Principal  Lmes  of  Promotion 

From :  Assistant  Cartographic  Engineer 
To:  Cartographic  Engineer. 

Compensation  for  Class 

Annual:  $3240-$336O-$348a-$3e00-^72(V4d840 


TiTXB  OF  Class: 
CARTOGRAPHIC  ENGINEER 

Specificationa  of  Class  1  O  t)  1 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  admlnlstra- 
,tive  direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  and  determine 
policies  for  a  cartographic  engineering  organization  in  a  bureau  making  maps 
or  charts;  (2)  to  instruct  and  train  a  Ftaff  engaged  in  the  compilation  and  con- 
struction of  charts  or  maps  on  geodetic  principles  from  original  surveys  and 
other  sources;  (3)  to  furnish  for  executive  action,  expert  or  critical  advice  on 
cartographic  engineering  work,  projects,  or  policies; — ^and  to  perform  other 
related  work. 

Examples :  Examining  and  selecting  material  from  topographic,  hydrographlc, 
or  geologic  field  surveys  and  other  sources ;  compiling  such  material  Into  especi- 
ally difficult  maps  and  charts,  and  corrections  to  existing  maps  and  charts; 
conducting  research  work  in  the  science  of  map  projections  and  in  geography 
and  nomenclature;  selecting  suitable  projections  to  meet  the  needs  of  special 
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mapping  problems ;  preparing  designs,  reports,  manuals,  and  monograi^,  super- 
vising the  cataloguing,  recording,  and  indexing  of  field  data;  yerlfying  com- 
pleted hydrographic  and  topographic  sheets  or  other  maps;  editing  maps  and 
charts ;  preparing  illustrations  in  physical  hydrography  and  yarious  geographical 
subjects ;  translating  from  foreign  surveys  and  documents. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering,  pref- 
erably in-  mapping ;  not  less  than  eight  years  of  general  cartographic  engineer- 
ing experience,  of  which  at  least  four  years  shall  have  been  In  the  conduct  or 
direction  of  important  office  cartographic  engineering  work ;  large  capadty  and 
proven  ability. 

Principal  Lines  of  Promotion 

From:  Associate  Cartographic  Engineer. 

Compensation  for  Class 

Annual:  94140-|4820-^600-$i680^$48ea-|5040 


Title  of  Ci:.as6  : 

INTERNATIONAL  CANADIAN  BOUNDARY  COMMISSIONER 

Specifications  of  Class  1  3  O  3 

Duties: 

To  serve  as  expert  commissioner,  on  the  part  of  the  United  States,  with  fall 
authority.  In  cooperation  with  the  commissioner  on  the  part  of  Great  Britain, 
to  establish  or  re-establish  the  international  boundary  between  the  United  States 
and  Canada  imder  treaty  agreements ;  to  agree  upon  the  manner  in  which  the 
provisions  of  the  treaties  are  to  be  carried  out  and  the  division  of  woik  and 
expenditure ;  to  draw  the  boundary  line  upon  the  final  maps  and  certify  to  tbe 
same ;  to  prepare  and  sign  reports  required  by  the  treaties ;  as  technical  director 
of  the  United  States  section  of  the  commission,  to  direct  field  operations  of 
mapping,  surveying  and  monumentlng,  and  office  work  of  computing  and  draft- 
ing; and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  dvil  engineering;  ex- 
tended professional  experience  in  mapping  and  surv^lng,  and  geodetic  work, 
of  which  at  least  eight  years  shall  have  been  of  a  character  to  give  substantial 
evidence  of  professional  knowledge  and  ability,  and  of  executive  capacity  of  the 
highest  order. 

Compensation  for  Class 


CERAMIC  ENGINEERING 
Title  of  Class  : 

CERAMIC  ENGINEERING  AID 

Specifications  of  Class  I  O  t)  O 

Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  In  ceramic 
engineering ;  to  make  simple  tests ;  and  to  perform  related  work  as  required. 

Examples :  Recording  data  in  laboratory  and  field ;  assisting  engineers  in 
making  tests  of  ceramic  materials  and  processes;  making  tracings  and  simple 
drawings. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  and 
not  less  than  two  years*  experience  In  engineering  work. 
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Prinidpal  LiMs  oi  PromotkHi 


From :  Junior  Engineerinsr  Aid. 
To:  Junior  Ceramic  Engineer. 

Compeiiflation  for  Qms 

Amiual:  $1200-$132(H(1440-^156a-41680-41800 


Title  of  Class: 

JUNIOR  CERAMIC  ENGINEER 

Spedfieations  of  Class  1  O  t)  4 

Duties: 

Under  immediate  supervision,  to  perform  routine  drafting,  computing,  testing, 
and  other  ceramic  engineering  work ;  and  to  perform  related  work  as  required. 

Examples :  Carrying  out  routine  tests,  recording  data*  and  writing  reports  on 
tests  of  ceramic  kilns,  dryers,  and  processes ;  assisting  in  making  tests  on  ceramic 
materials,  such  as  clays,  feldspars,  flint,  glassmakers'  sand,  or  other  materials 
used  in  making  clay  products,  cement,  glass,  or  enamels  for  metals;  designing 
simple  apparatus  and  instruments;  making  detail  drawings  and  computations 
for  ceramic  kilns,  dryers,  apparatus,  or  for  the  construction  of  ceramic  plants. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  ceramic  engineering  or 
ceramic  technology. 

Principal  Lines  of  Promotion 

From :  Ceramic  Engineering  Aid. 
To :  Assistant  Ceramic  En^eer. 

Compensation  for  Class 

Annual:  fl8l00^1Q20-$2040-^2ieO 


Title  of  Class: 

ASSISTANT  CERAMIC  ENGINEER 

Specifications  of  Class  1  O  r  r 

Duties:  ioOO 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  ceramic  engineering  organi- 
zation; to  collect  and  compile  data  for  specific  items  of  ceramic  engineering 
studies ;  to  design  and  lay  out  ceramic  equipment  and  machinery  and  to  super- 
vise the  work  of  a  drafting  force ;  to  handle  technical  correspondence ;  to  con- 
duct specific  tests  or  investigations  of  ceramic  apparatus,  materials,  or  pro- 
cesses ;  and  to  perform  related  work  as  required. 

Examples :  Planning  and  carrying  on  tests  on  kilns,  dryers,  or  other  mechan- 
ical equipment  of  6eramic  plants ;  making  tests  on  clays,  feldspars,  glassmakers* 
sand,  or  other  materials  used  in  making  clay  products,  cement,  glass,  or  enamela 
for  metals ;  laying  out  ceramic  burning  and  drying  equipment,  and  conveying^ 
and  elevating  machinery ;  carrying  on  research  on  engineering  instruments  and 
methods  of  test;  designing  machinery  and  special  apparatus;  making  tests  on 
kilns,  dryers,  and  ceramic  manufacturing  processes ;  laying  out  and  developing: 
designs  for  clay,  glass,  cement,  and  enameled  metal  products. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an^ 
Institution  of  recognized  standing,  with  major  work  in  ceramic  engineering  or 
ceramic  technology;  not  less  than  two  years'  ceramic  engineering  experience; 
proven  technical  and  scientific  knowledge  and  proficiency. 


630  RECLASSIFICATIOlir  GOMMISSIOK  BBPOBT — ^PABT  H, 

Principal  Lines  of  Promotion 

From :  Junior  Ceramic  Engineer. 
To :  Associate  Ceramic  Engineer. 

Compensation  for  Class 

Annual:  $2400-$2520-$2640-$2760-$2880-$3000 


Title  of  Class: 

ASSOCIATE  CERAMIC  ENGINEER 

Sp^ifications  of  Class  1  /{  /)  f ) 

Duties:  XOUU 

To  perform  one  or  more  of  the  following  functions  under  general  administra- 
tive and  technical  direction : — (1)  to  be  In  responsible  charge  of  an  intermediate 
subdivision  of  a  ceramic  engineering  organization;  (2)  to  exercise  Independent 
Judgment  and  assume  responsibilities  In  studies  and  computations  necessary  for 
the  preparation  of  reports,  estimates,  and  designs;  (8)  to  have  immediate 
charge  of  the  construction,  maintenance,  or  operation  of  Important  ceramic 
engineering  worlds  or  projects;  (4)  to  direct  or  to  perform  research  in  ceramic 
engineering  lines ; — ^and  to  perform  other  related  work. 

Examples:  Planning  and  supervising  tests  on  mechanical  equipment  for 
ceramic  plants  and  ceramic  processes ;  designing  burning,  drying,  and  conveying 
systems,  and  writing  specifications  for  such  systems ;  directing  a  staff  for  the 
operation  of  plant  equipment ;  checking  plans  and  specifications ;  planning  and 
carrying  on  research  in  the  physical  and  chemical  properties  of  ceramic  ma- 
terials at  high  temperatures ;  designing  test  apparatus  and  standardizing  test- 
ing methods;  designing  apparatus  and  madiines;  developing  processes  in  the 
manufacture  of  clay  products,  glasses,  cements,  and  enamels  for  metals; 
investigating  the  extent  and  quality  of  natural  deposits  of  ceramic  raw 
materials. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  ceramic  engineering, 
ceramic  technology,  or  physical  science;  not  less  tlian  five  years'  engineering 
experience,  of  which  at  least  one  year  shall  have  been  in  tihe  direction  or 
performance  of  important  ceramic  engineering  work ;  supervisory  and  adminis- 
trative ability,  or  a  high  degree  of  theoretical  and  technical  knowledge  and 
skill. 

Principal  Lines  of  Promotion 

From:  Assistant  Ceramic  Engineer. 
To:  Ceramic  Engineer. 

Compensation  for  Class 

Annual:  $3240-$3360-^$3480-$d60(>-$d72(V43840 


TrrLE  OF  Class  : 
CERAMIC  ENGINEER 

Specifications  of  Class  1  !^  ^  7 

Duties:  X  OU  I 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  ceramic  engineering  organization;  (2)  to 
prepare  for  final  executive  action  reports,  estimates,  specifications,  des^ns, 
and  data;  (3)  to  have  charge  of  the  construction,  maintenance,  or  operation 
of  ceramic  engineering  work  or  projects ;  (4)  to  conduct  or  to  direct  major  lines 
•of  ceramic  engineering  research;  (5)  to  act  as  adviser  and  consulting  eipedallst 
in  the  ceramic  engineering  field ; — and  to  perform  other  related  work. 

Examples:  Having  responsible  charge  of  the  design  of  clay  products,  glass 
making,  enameled  metals,  or  cement  plants,  including  the  manufacturing,  dry- 
ing, and  burning  equipment,  and  being  responsible  for  the  operation  of  sudi 
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plants;  supervising  the  installatloD,  operation,  and  repair  of  mechanical 
equipment  of  ceramic  factories ;  having  responsible  charge  of  research  In  engi* 
neering  laboratories;  supervising  investigations  of  ceramic  materials  and 
manulicturing  processes. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  ceramic  engineering, 
ceramic  technology,  or  physiciLl  science;  not  less  than  eight  years*  professional 
experience,  at  least  four  years  of  which  shall  have  been  in  the  direction  or 
performance  of  important  ceramic  engineering  work ;  large  capacity  and  proved 
ability. 

Prindpal  Lines  of  Promotion 

From :  Associate  Ceramic  Engineer. 
To :  Senior  Oeramic  Engineer. 

Compensation  for  Class 

Annual:  $4140-4482a-$4»)0-$4680-448e(M5040 


Tttle  of  Class  : 

SENIOR  CERAMIC  ENGINEER 

Specifications  of  Class  1  O  t)  8 

Dnties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  ceramic  engineering  organization  or  of  a  main  division 
thereof,  and  to  determine  or  execute  general  policies  under  the  limitations  im- 
posed by  existing  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  re- 
sponsible for  reports,  estimates,  designs,  specifications,  and  data,  or  for  the 
construction,  maintenance,  or  operation  of  ceramic  engineering  works  and  proj- 
ects; (3)  to  direct  or  to  perform  the  most  comprehensive  ceramic  engineering 
research;  (4)  to  act  as  consulting  specialist  in  the  ceramic  engineering  field; — 
and  to  perform  other  related  work. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  ceramic  engineering, 
ceramic  technology,  or  physical  science;  and  not  less  than  12  years'  engineer- 
ing experience,  at  least  eight  of  which  shall  have  been  in  the  direction  or  per- 
formance of  ceramic  engineering  work  of  a  character  to  give  substantial  evi- 
dence of  engineering  knowledge  and  ability,  or  of  executive  capacity,  of  the 
highest  order. 

Principal  Lines  of  Promotion 

From:  Ceramic  Engineer. 

Compensation  for  Class 


CIVIL  ENGINEERING 


TnxjB  OF  Class  : 

CIVIL  ENGINEERING  DRAFTSMAN  \  ori\ 

Specifications  of  Class  1  O  «>  «' 

Ihities: 

To  perform,  under  immediate  supervision,  routine  drafting  work  in  connec- 
tion with  the  preparation  of  plans  for  civil  engineering  projects;  and  to  per- 
form related  work  as  required. 
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Examples:  Making  traciDgs  from  original  drawings;  making  drawings  of 
minor  importance;  filing  and  indexing  drawings;  lettering,  computing,  and 
revising. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years*  experience  in  engineering  drafting  work;  and  ability  to 
letter  and  to  make  simple  calculations. 

Principal  Lines  of  Promotioii 

From :  Copyist  Draftsman. 
To:  Junior  Civil  Engineer. 

Compensation  for  Class 

Annual :  $1200-«132(>-$144a-^1560-^1680^1800 


TriLB  OF  Clajbs  : 

CIVIL  ENGINEERING  AID  ^  OiU\ 

Specifications  of  Class  J  O  U  U 

Duties: 

To  perform,  under  immediate  supervision,  minor  technical  woA  in  any 
branch  of  civil  engineering ;  and  to  perform  related  work  as  required. 

Examples:  Making  measurements  and  estimates  in  the  field;  acting  as  re- 
corder or  computer  in  laboratory,  field,  or  ofllce ;  operating  and  caring  for  sur- 
veying instruments ;  computing  data  for  reports  of  records ;  plotting  notes  and 
maps ;  preparing  working  drawings  where  design  is  furnished. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  in  engineering  work ;  familiarity  with  Uie  use 
of  the  slide  rule ;  and  ability  to  do  lettering  and  drafting,  and  to  make  simple 
engineering  computations. 

Principal  Lines  of  Promotion 

From:  Junior  Engineering  Aid. 
To :  Junior  Civil  Engineer. 

Compensation  for  Class 

Annual:  $120M1320-n$1440^156a-^1680-^1800 


TiTLB  OF  Class: 

JUNIOR  CIVIL  ENGINEER 

Specifications  of  Class  1  .^  f )  1 

Duties:  -lui^x 

Under  immediate  supervision,  to  perform  routine  surveying,  computing, 
drafting,  and  inspecting,  on  survey,  construction,  or  valuation  work;  and  to 
perform  related  work  as  required. 

Examples:  Surveying  with  transit  or  level;  using  measuring  devices  for 
stream-gauging;  inspecting  structures  during  construction  and  after  com- 
pletion ;  assisting  in  laboratory  tests  of  structural  materials ;  preparing  charts 
for  statistical  and  engineering  data;  laying  down  lines  for  building  founda- 
tions ;  drawing  and  tracing  plans ;  making  plane  table  surveys ;  developing  and 
drawing  details  of  maps  and  charts;  lettering;  giving  lines  and  grades  for 
highway  construction ;  keeping  cost  data ;  serving  as  boat  officer  or  as  assistant 
in  hydrographic,  geodetic,  and  astronomic  parties. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  pref- 
erably in  civil  engineering. 
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PiiaciiMd  Ubm  of  Promotloii 

From:  Civil  Engineering  Aid;  Civil  Engineering  Draftsman;  Cartographic 
Draftsman. 

To ;  Assistant  Civil  Engineer ;  Assistant  Topographic  Engineer ;  Afl»istant  High- 
way JSn^^eer;  Assistant  Hydraulic  Engineer;  Assistant  E^drographic  and 
Geodetic  Engineer;  Assistant  Structural  Engineer;  Assistant  Cartographic 
Engineer. 

Compensation  for  Class 

Annual:  $1800-<$1920-$204O-$2160 


Title  of  Class: 

ASSISTANT  CIVIL  EN6INBBR 

Spedficallona  of  Clam  1  3  O  2 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conducti  of  the  work  of  a  minor  subdivision  of  a  civil  engineering  organi- 
zation; to  collect  and  compile  data  for  specific  items  of  dvll  ei^ineerlng 
studies ;  to  take  .Immediate  charge  of  field  survey  projects  In,  or  of  the  design, 
inspection  and  construction  of  minor  civil  engine^lng  work;  to  lay  out  and 
develop  work  from  specifications  and  to  sui)ervlse  the  work  of  a  drafting 
or  computing  force;  to  conduct  specific  tests  or  investigations  of  apparatus, 
material,  or  processes;  and  to  perform, related  work  as  required. 

Ebcamplte:  Directing  field  parties  on  construction,  valuation,  or  surveys; 
superintending  and  inspecting  construction  work;  performing  the  work  of  an 
office  engineer ;  assisting  the  superintendent  of  an  aqueduct  or  important  water- 
supply  structure;  testing  materials,  as  steel  or  cement;  preparing  technical 
material  for  publication;  investigating  waterproofing  of  structures;  compiling 
statistical  data;  compiling  and  analyzing  costs  of  railroad  materials  and  con- 
struction. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably In  civil  engineering;  not  less  than  two  years'  experience  In  civil  engineer- 
ing work  in  field  or  office ;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Civil  Engineer. 
To:  Associate  Civil  Engineer. 

Compensation  for  Class 

Annual:  $2400-^252(M264<M276(M2880-^8000 


Title  op  Class: 

ASSOCIATE  CIVIL  ENGINEER 

Specifications  of  Class  1  3  G  b 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  civil  engineering  organization;  (2)  to  exercise  inde- 
pendent engineering  judgment  and  assume  responsibilities  in  studies  and  com- 
putations necessary  for  the  preparation  of  reports,  estimates,  designs,  or  valua- 
tions; (3)  to  have  Immediate  charge  of  the  construction,  maintenance,  or 
operation  of  important  civil  engineering  works  or  projects;  (4)  to  conduct  or 
direct  Important  lines  of  civil  ^iglneerlng  research; — and  to  perform  other 
related  work. 

Examples:  Having  Immediate  charge  of  the  construction  of  water  mains, 
sewers,  streets,  and  other  municipal  work;  testing  engineering  materials; 
making  cost  studies ;  supervising  surveys  of  areas  and  acquisltionlng  of  lands ; 
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laying  out  of  railroad  terminals,  yards,  and  storage  bases;  estimating  and  ex- 
pediting construction  work  and  design. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably civil  engineering;  not  less  than  five  years'  general  engineering  experience, 
of  which  at  least  one  year  shall  have  been  in  the  direction  or  performance  of 
important  civil  engineering  work ;  and  supervisory  or  administrative  ability,  or 
a  high  degree  of  technical  skill. 

Principal  lines  of  Promotion 

From:  Assistant  Civil  Engineer. 
To :  Ciyll  Engineer. 

Compensation  for  Claaa 

Annual:  $3240-^3d6(Md480^4360(>-^72(>-«8840 


TiTu:  OF  CiJLSs: 
CIVIL  ENGINEER 

Specifications  of  Class  i  3  G  4 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  direction  :— 
(1)  To  have  responsible  charge  of,  and  to  initiate  and  determine  policies  for 
a  major  subdivision  of  a  civil  engineering  organization;  (2)  to  prepare  for 
final  executive  action,  reports,  estimates,  designs,  specifications,  and  valuation 
studies  and  data;  (8)  to  have  charge  of  the  construction,  inspection,  main- 
tenance, and'  operation  of  municipal  or  other  civil  engineering  works  of  major 
importance;  (4)  to  conduct  or  to  direct  major  lines  of  civil  engineering  re- 
search ;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice  on  dvll 
engineering  works,  projects,  or  policies;  (6)  to  act  as  adviser  or  consulting  spe- 
cialist on  civil  engineering  problems; — ^and  to  perform  other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  engineering,  prefer- 
ably in  civil  engineering;  not  less  than  eight  years'  general  engineering  expe- 
rience, of  which  at  least  four  years  shall  have  been  In  the  direction  or  per- 
formance of  Important  civil  engineering  work;  large  capacity  and  proven 
administrative  ability. 

Principal  Lines  of  Promotion 

From:  Associate  Civil  Engineer. 
To :  Senior*  Civil  Engineer. 

Compensation  for  Class 

Annual:  $4140-$4320-^500^468(>-$4860^5040 


TriLE  OF  Class  : 

SENIOR  CIVIL  ENGINEER  1  ^  T  ^ 

Specifications  of  Qass  i  O  U  0 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  adminis- 
trative charge  of  a  civil  engineering  organization  or  of  a  main  division  thereot 
and  to  determine  or  execute  general  policies  under  the  limitations  imposed  by 
law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible  for  reports, 
estimates,  designs,  specifications,  and  data,  or  for  the  construction,  main- 
tenance, and  operation  of  large  civil  engineering  works  or  projects;  (3)  to 
have  full  charge  of  the  collection  and  presentation  of  data  for,  and  the  conduct 
of  valuation  proceedings;  (4)  to  direct  or  to  perform  the  most  comprehensive 
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research  In  dvil  engineering;  (5)  to  act  as  consulting  specialist  on  important 
civil  engineering  projects,  policies,  or  valuation ; — and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  civil  engineering;  and  not  less  than  12  years*  general  engineering  ex- 
perience, of  which  at  least  S  years  shall  have  been  in  the  direction  or  per- 
formance of  important  projects  in  civil  engineering  work  of  a  character  to 
give  substantial  evidence  of  engineering  knowledge  and  ability,  or  executive 
capacity  of  the  highest  order. 

Principal  lines  of  Promotion 

From :  Civil  Engineer. 

To:  Ck>mmissiober  of  Lighthouses;  Chief  Valuation  Engineer,  Interstate  Com- 
merce Commission;  Supervisor  of  Land  Appraisals,  Interstate  Commerce 
Commission ;  Director  and  Chief  Engineer,  Reclamation  Service. 

Compensation  for  Class 


Titus  of  C14ASS : 

COMMISSIONER  OF  LIGHTHOUSES 

Specifications  of  Class  1  ^iti* 

Duties:  iOOO 

Under  general  direction  of  the  Secretary  of  Commerce,  to  serve  as  the  execu- 
tive head  of  the  Lighthouse  Service;  to  oversee  the  construction,  maintenance, 
repair,  illumination,  inspection,  and  superintendence  of  lighthouse  depots,  light- 
houses, light  vessels,  lighthouse  tenders,  fog  signals,  submarine  signals,  beacons, 
buoys,  daymarks,  and  other  aids  to  navigation  on  the  sea  and  iake  coasts  of 
the  United  States,  and  on  the  rivers  of  the  United  States  so  far  as  spedflcally 
authorized  by  law,  and  on  the  coasts  of  all  other  territory  under  the  Jurisdiction 
of  the  United  States,  with  the  exception  of  the  Philippine  Islands  and  the  Canal 
Zone ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation,  with  a  degree,  from 
an  institution  of  recognized  standing  with  major  work  in  civil  engineering  or 
other  technical  course ;  extended  professional  experience  in  handling  lighthouse 
problems,  of  which  at  least  eight  years  shall  have  been  of  a  character  to  give 
substantial  evidence  of  knowledge  and  ability  and  of  executive  capacity  of 
the  highest  order. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Engineer;  Senior  Marine  Engineer. 

Compensation  for  Class 


Tttlb  or  Class: 

CHIEF  VALUATION  ENGINEER,  INTERSTATE  COMMERCE  COMMIS- 
SION 

Specifications  of  Class  -i  m^  *^ 

Duties:  1  O  U  ^ 

Under  the  direction  of  the  Director  of  the  Bureau  of  Valuation,  to  perform 
chief  administrative  work  as  responsible  head  of  an  organization  for  the  val- 
uation of  railroad  or  other  common  carrier  properties  within  an  assigned 
district;  to  supervise  the  preparation  of  estimates,  for  valuation  purposes, 
of  the  cost  of  the  property  of  common  carriers,  including  roadway  and  tracics, 
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boats,  buildings  and  structures,  bridges,  signals,  electrification,  telephone  and 
telegraph,  and  equipment,  including  rolling  stock ;  and  to  perform  other  related 
work. 

QuaUficatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  aigineering;  extended 
professional  experience  in  railway  construction,  operation,  and  maintenance,  of 
which  at  least  eight  years  shall  have  been  of  a  character  to  give  substantial  evi- 
dence of  knowledge  and  ability  and  of  executive  capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Engineer. 

Compensation  for  Class 


Title  of  Class: 

DIRECTOR  AND  CHIEF  ENGINEER,  RECLAMATION  SERVICE 

Specifications  of  Class  1  ^  f  i  ^ 

Duties:  1  O  U  O 

Under  the  general  direction  of  the  Secretary  of  the  Interior,  to  serve  as 
the  executive  head  and  chief  engineer,  and  have  supervision  of  the  adminis- 
trative and  technical  work,  of  the  Reclamation  Service,  in  the  investigatioD, 
design,  construction,  operation  and  maintenance  of  irrigation  projects  in  tbe 
arid  States  of  the  West ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  graduation  with  a  degree  from  an  institution  of 
recognized  standing,  with  major  work  in  civil  engineering;  extended  pro- 
fessional experience  in  handling  problems  connected  with  hydraulics,  water 
supply,  river  control,  Irrigation,  and  drainage,  of  which  at  least  eight  years 
shall  have  been  of  a  character  to  give  substantial  evidence  of  knowledge  and 
ability  and  of  executive  capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Engineer;  Senior  Hydraulic  Engineer. 

Compensation  for  Class 


Title  of  Class: 

SUPERVISOR    OF    LAND   APPRAISALS,    INTERSTATE    COMMERCE 
COMMISSION  1  Q/MI 

Specifications  of  Qass  1  O  U  t' 

Duties: 

Under  the  direction  of  the  Director  of  the  Bureau  of  Valuation,  to  serve 
as  chief  administrative  head  of  an  organization  for  the  appraisal  of  the  lands 
of  all  common  carriers  in  the  United  States ;  to  develop  the  valuation  methods 
to  be  followed ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering;  broad 
and  extended  exi)erience  in  civil  engineering  and  valuation  and  land  work  of 
which  at  least  eight  years  shall  have  been  of  a  character  to  give  substantial 
evidence  of  knowledge  and  ability  and  of  executive  capacity  of  the  highest 
order. 

Principal  Lines  of  Promotion 

From:  Senior  Civil  Engineer. 

Compensation  for  Class 
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ELECTRICAL    ENGINEERING 


Title  of  Class  : 

ELECTRICAL  ENGINEERING  DRAFTSMAN 

SpecillcationB  of  Claiui  4  o  ^'  /\ 

Duties:  I  O  ^  0 

Under  direct  supervision,  to  make  tracings  and  to  prepare  drawings  showing 
the  arrangement  and  details  for  electrical  machinery,  equipment,  and  installa- 
tion; to  prepare  wiring  diagrams;  to  make  computations  involved  in  general 
electrical  engineering  work;  and  to  perform  related  work  as  required. 

Examples:  Making  detail  drawings  of  electrical  apparatus;  making  wiring 
plans  for  lighting  and  power  distribution  systems ;  tabulating  bids  on  electrical 
materials ;  filing  drawings. 

Qnalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  le>s  than  two  years'  experience  in  engineering  and  drafting  work;  ability 
to  do  lettering  and  to  make  simple  computations. 

Prindpal  lines  of  Promotion 

From :  Copyist  Draftsman. 
To:  Junior  Electrical  Engineer. 

Compensation  for  Class 
Annual:  $120O>$l»20^1440-^im>-«1680-$18e0 


1371 


TrrLE  OF  CiJLss : 

ELECTRICAL  ENGINEERING  AID 

Spedllcationa  of  Class 
Dvticfl: 

Under  immediate  supervision,  to  perform  minor  te<;hnical  work  In  an  organi- 
zation engaged  in  electrical  engineering;  and  to  perform  related  work  as  re- 
quired. 

Examples:  Setting  up  apparatus  in  laboratories;  making  and  recording  ob- 
servations In  the  field  or  in  a  laboratory;  testing  transformers  and  ammeters; 
making  electrical  measurements;  making  simple  engineering  calculations; 
caring  for  Instruments;  checking  field  notes;  doing  elementary  drafting  and 
copying. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  experience  in  engineering  work;  familiarity  with  the 
UKe  of  the  slide  rule ;  and  ability  to  do  lettering  and  to  make  simple  engineer- 
ing calculations. 

Principal  Lines  of  Promotion 

From  :  Junior  Engineering  Aid. 
To :  Junior  Electrical  Engineer. 

Compensation  for  Class 

Annual :  $1200^132(>-$1440-4156a-$1680-$1800 


Title  of  Class: 

JUNIOR  ELECTRICAL  ENGINEER 

Spedflcations  of  Qass 
Duties: 

Under  immediate  supervision,  to  do  routine  electrical  drafting,  computing, 
testing,  and  other  related  engineering  work  as  required. 
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Examples:  Making  tests  and  recording  data;  designing  simple  Instruments 
and  apparatus;  making  engineering  computations;  doing  drafting,  field,  or 
laboratory  work  or  performing  other  specifically  assigned  work  In  telepbone, 
Illuminating,  hydro-electric,  railway,  motor,  mrarlne  or  other  lines  of  electrical 
engineering. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  engineering  or 
physics  and  preferably  In  electrical  engineering. 

Principal  Lines  of  Promotion 

From :  Electrical  Engineering  Aid ;  Electrical  Engineering  Draftsman. 
To :  Assistant  Electrical  Engineer ;  Assistant  Radio  Engineer. 

Compensation  for  Claiui 

Annual:  |1800-^192M204M2160 


Title  of  Class: 

ASSISTANT  ELECTRICAL  ENGINEER 

Dnties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  an  electrical  engineering 
organization;  to  collect  and  compile  data  for  specific  items  of  eletrlcal  «igi- 
neering  studies ;  to  take  immediate  charge  of  field,  shop,  or  ofllce  projects,  or 
the  design,  inspection,  or  construction  of  minor  electrical  engineering  woii[; 
to  lay  out  and  develop  work  from  specifications,  and  to  supervise  the  woHe 
of  a  drafting  or  computing  force;  to  conduct  specific  tests  or  Investigations 
of  apparatus,  material,  or  processes ;  and  to  perform  related  work  as  required. 

Examples:  Making  computations;  planning  and  carrying  on  tests;  design- 
ing apparatus,  Instruments  and  machines;  doing  testing;  performing  general 
laboratory  or  field  work  in  developing  complete  electrical  Installation  in  the 
various  branches  of  electrical  engineering,  such  as  telephone,  telegraph,  signal, 
cable,  radio,  operating,  valuation,  safety,  railway,  electrolysis,  storage  battery, 
illuminating,  motor,  or  marine. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  engineering  or 
physics,  preferably  In  electrical  engineering;  not  less  than  two  years*  en^- 
neerlng  experience  In  laboratory  or  field ;  proven  technical  and  scientific  knowl- 
edge and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Electrical  Engineer. 
To:  Associate  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $2400-$2520-$264O-$276a-$2880-$3000 
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Title  of  Class  : 

ASSOCIATE  ELECTRICAL  ENGINEER 

Specifications  of  Class 
Duties  f 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  In  responsible  charge  of  an  inter- 
mediate subdivision  of  an  electrical  engineering  organization;  (2)  to  exercise 
independent  engineering  judgment  and  assume  responsibilities  In  studies  and 
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computations  necessary  for  the  preparation  of  reports,  estimates,  designs,  or 
valuations;  (3)  to  handle  technical  correspondence  and  to  direct  inspection 
work ;  (4)  to  have  Immediate  charge  of  the  construction,  maintenance,  or  oper- 
ation of  Important  electrical  engineering  works  or  projects;  (5)  to  direct  or  to 
perform  imi)ortant  lines  of  electrical  research; — and  to  perform  other  related 
work. 

Examples :  Carrying  on  designing,  operating,  testing,  inspecting,  valuation, 
or  research  work  In  one  or  more  lines  of  electrical  engineering,  such  as  trans- 
mission, cable,  telephone,  telegraph,  radio,  signal,  safety,  electrolysis,  storage 
battery  illuminating,  hydroelectric,  railway,  or  marine. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering  or 
physics,  preferably  in  electrical  engineering ;  not  less  than  five  years'  engineer- 
ing experience,  of  which  at  least  one  year  shall  have  he^n  in  the  direction  or 
performance  of  Important  electrical  engineering  work;  supervisory  or  adminis- 
trative ability,  or  a  high  degree  of  technical  skill. 

Principal  lines  of  Promotion 

From  :  Assistant  Electrical  Engineer. 
To :  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $324O-$3360-$348(>-$3e0O-43720-$3840 


TrruB  OF  Class  : 
ELECTBICAL  ENGINEER 

Specifications  of  Oass  1  Q  7  ^ 

Duties:  io4  0 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  an  electrical  engineering  organization;  (2) 
to  prepare  for  final  executive  action,  reports,  estimates,  spedflcations,  designs, 
and  valuation  studies  and  data ;  (8)  to  have  charge  of  the  construction.  Inspec- 
tion, maintenance,  and  operation  of  electrical  engineering  works  of  major  im- 
portance; (4)  to  direct  or  perform  major  lines  of  electrical  engineering  re- 
search; (5)  to  furnish  for  executive  action,  expert  or  critical  advice  on  elec- 
trical engineering  works,  projects,  or  policies; — and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  engineering  or 
physics,  preferably  in  electrical  engineering;  not  less  than  eight  years'  pro- 
fessional experience,  at  least  four  of  which  shall  have  been  in  the  direction  or 
performance  of  important  electrical  engineering  work ;  and  proven  administra- 
tive and  technical  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Electrical  Engineer. 
To :  Senior  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $4140^-$4320-$4500-$4680-n$4860-$5040 


Title  of  Ci-ass  : 

SENIOR  ELECTRICAL  ENGINEER 

Specifications  of  Class  J  O  /  U 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  an  electrical  engineering  organization,  or  of  a  main  dl- 
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vision  thereof,  and  to  determine  or  execute  policies  under  the  limitations  im- 
posed by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible 
tor  reports,  estimates,  designs  and  specifications,  and  data,  or  for  the  coa- 
frtmction,  maintenance,  or  operation  of  large  electrical  engineering  works; 
<8)  to  have  full  diarge  of  the  collection  and  presentation  of  data  for,  and 
the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  tlie  most 
comprehensive  lines  of  electrical  engineering  research ;  (5)  to  act  as  oonsultlDg 
specialist  on  Important  electrical  engineering  projects,  policies,  or  valuations ; — ' 
and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering  or 
physics,  preferably  in  electrical  ^igineering;  and  not  less  than  12  yean* 
engineering  experience,  of  which  at  least  eight  years  shall  have  been  in  the 
direction  or  performance  of  important  electrical  engineering  work  of  a  char- 
acter to  give  substantial  evidence  of  engineering  knowledge  and  ability,  or 
of  executive  capacity,  of  the  highest  order. 

Principal  Unes  of  Promotion 

From :  Electrical  Engineer ;  Radio  Engineer. 

Compensation  for  Class 


FORESTRY 


Title  of  Glass  : 
JUNIOR  FOREST  AID 

Specifications  of  Class  13/7 

Duties: 

To  perform  miscellaneous  subordinate  work  in  office  or  field  in  ab  admin- 
istrative or  scientific  forest  organization;  and  to  perform  related  work  as 
required. 

Examples :  Serving  on  forest  fire  patrol ;  performing  the  work  of  fire  sap- 
pi'ession  under  direction;  constructing  trails  and  other  forest  improvements; 
planting  trees;  assisting  in  timber  and  range  surveys  and  similar  work;  as- 
sisting in  forest  product  laboratories,  forest  experiment  stations,  or  forest 
industry  studies. 

Qualifications: 

Conunon-school  education;  acquaintance  with  the  woods,  with  timber  prod- 
ucts, or  with  wood-using  industries. 

Principal  lines  of  PromotioA 

To :  Senior  Forest  Aid. 

Compensation  for  Class 

Annual :  $84jM900-$960-$102(H108M114O-$1200 


1378 


Title  of  Class: 
SiBNIOR  FOREST  AID 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  in  an  organ- 
bsation  engaged  in  scientific  forest  research  or  in  the  management  of  for^; 
and  to  perform  related  work  as  required. 
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Examples :  Assisting  in  forest  investigationB,  or  in  timber  and  range  estimofr 
ing ;  planting ;  assisting  in  the  preparation  of  material  for  timber  tests ;  reading 
instruments  at  experiment  stations;  protecting  and  handling  a  minor  forest 
unit. 

QaalificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years'  experience  in  forestry  work. 

Principal  Lines  of  PromotioiL 

From:  Junior  Forest  Aid. 

To:  Junior  Forester;  Assistant  Forester. 

Compensation  for  Class 

Annual:  |120(>-$132(>-9144(M156(K168(M1800 


Title  or  Class: 
JUNIOR  FORESTER 


Specifications  of  Class  1  Q  7  ( ) 


Duties: 

Under  immediate  supervision,  to  perform  scientific  or  technical  work  of 
a  routine  character  in  connection  with  the  administration  of  forest  ai'eas  and 
the  utilization  of  products  therefrom ;  and  to  perform  related  work  as  required. 

Examples:  Running  boundary  lines  and  mapping  forests,  involving  the  use 
of  surveying,  measuring,  and  drafting  instruments;  directing  parties  on  forest 
and  range  valuation  work;  computing  and  compiling  data  for  reports  or 
records ;  inspecting  or  investigating  minor  details  of  forest  work,  such  as  forest 
planting,  proper  brush  disposal,  marking  of  timber  on  timber  sale  areas,  col- 
lecting field  data  for  growth,  volume,  and  yield  tables;  making  routine  tests 
of  apparatus,  material,  or  processes, 

QwalHIaiiiqns; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  the  biological  or 
engineering  sciences,  preferably  in  botany,  silviculture,  forest  management,  or 
forest  engineering. 

Principal  Lines  ef  Promotion 

From :  Senior  Forest  Aid. 
To:  Assistant  Forester. 

Compensation  for  Class 

Annual:  $180(>-|192(>-^204(H2160 


Title  of  Class  : 
ASSISTANT  FORESTER 

Specifications  of  Qass  1380 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  forest  organization ;  tp 
collect  and  compile  data  for  specific  forest  studies;  to  take  immediate  charp;e 
of  field  projects  or  the  development,  inspection,  or  management  of  minor 
forest  work  or  areas;  to  conduct  specific  tests  or  investigations  of  apparatus, 
material,  or  processes ;  and  to  perform  related  work  as  required. 

Examples:  Assisting  In  the  supervision  of  all  classes  of  work  on  a  major 
forest  unit;  having  immediate  supervision  of  field  work  in  timber  or  range 
surveys;  formulating  plans  for  timber  operations  or  range  management  on 
individual  forests;  preparing  plans  for  marking  timber  on  sale  areas;  con- 
ducting specific  research  projects  in  silviculture,  grazing,  or  forest  products. 
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Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  the  biological  or 
engineering  sciences,  preferably  in  botany,  silviculture,  forest  management, 
or  forest  engineering;  not  less  than  two  years'  experience  in  forestry  work  in 
office  or  field ;  proven  technical  knowledge  and  proficiecy. 

Principal  Lines  of  Promotion 

From:  Junior  Forester;  Senior  Forest  Aid. 
To:  Associate  Forester. 

Compensation  for  Glass 

Annual:  $2400-$252a-$2640-$2760-$288(>-^000 


Title  of  Glass: 
ASSOGIATE  FORESTER 

Spedfications  of  Glass  1  .^  ^  1 

Duties:  sfjux 

To  perform  one  or  more  of  the  following  functions  nnder  g^ieral  administra- 
tive and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  Inter- 
mediate subdivision  of  a  forest  organization;  (2)  to  exercise  independent 
forestry  Judgment  and  assume  responsibilities  in  studies  and  compntatioDS 
necessary  for  tlie  preparation  of  reports,  plans,  or  valuations;  (3)  to  have 
immediate  charge  of  the  development,  maintenance,  or  management  of  im- 
portant forest  areas;  (4)  to  direct  or  perform  important  lines  of  forest 
research ;  and  to  perform  other  related  work. 

Examples :  Working  out  plans  for  sustained  yield  management  of  forest  and 
grazing  areas ;  preparing  plans  for  fire  protection,  timber  sales,  range  utiliza- 
tion, and  general  development  of  forest  properties;  administering  important 
forest  areas;  conducting  studies  dealing  with  growing  forests,  forest  ranges, 
and  their  utilization,  or  with  primary  forest  products,  such  as  physical  and 
mechanical  properties  of  wood  or  artificial  drying  of  wood. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  biological  or  engineer- 
ing sciences,  preferably  in  botany,  silviculture,  forest  management,  or  forest 
engineering;  not  less  than  five  years'  forestry  experience,  of  which  at  least 
one  year  shall  have  been  in  the  direction  or  performance  of  Important  forestry 
work ;  supervisory  or  administrative  ability,  or  a  high  degree  of  technical  sWlL 

Principal  Lines  of  Promotion 

From:  Assistant  Forester. 
To:  Forester. 

Gompeiisatlon  for  Glass 

Annual:  $3240-$336(M3480-$360(K3720-|3840 


Title  of  Class  : 
FORESTER 

Specifications  of  Ciaaa  1  !^  K  P 

Duties:  su^fi^ 

To  perform  one  or  more  of  the  following  functions  under  general  administra- 
tive direction: — (1)  to  have  responsible  charge  of  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  forest  organization;  (2)  to  prepare  for 
final  executive  action,  reports,  plans,  and  valuation  studies  and  data;  (3)  to 
havo  charpe  of  the  development,  inspection,  maintenance,  and  management  of 
forest  areas  of  nui.lor  importance;  (4)  to  direct  or  to  perform  major  lines  of 
forest  research;  (5)  to  fun  isli  for  executive  action,  expert  or  critical  advice 
on  forest  problems,  projects,  or  policies ; — and  to  perform  other  related  work. 
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Qnalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  biological  or  engi- 
neering sciences,  preferably  in  botany,  silviculture,  forest  management,  or 
forest  engineering;  not  less  than  eight  years'  general  forestry  experience,  of 
which  at  least  four  years  shall  have  been  in  the  direction  or  performance  of 
important  forestry  work;  and  proven  administrative  and  technical  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Forester  . 
To:  Senior  Forester. 

Compensation  for  Class 

Annual:  $4140-$432a-$450(>-9468(>-$486M5040 


Title  of  Class: 
SENIOR  FORESTER 

Specifications  of  Class  1  3  8  O 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief 
administrative  charge  of  a  forest  organization,  or  of  a  main  division  thereof, 
and  to  determine  or  execute  general  policies  under  the  limitations  imposed 
by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible  for 
reports  and  plans,  or  for  the  development,  maintenance,  and  management  of 
large  forest  projects;  (3)  to  have  full  charge  of  the  collection  and  presenta- 
tion of  technical  data  for,  and  the  conduct  of  valuation  proceedings;  (4)  to 
direct  or  perform  the  most  comprehensive  lines  of  forest  research;  (5)  to  act 
as  consulting  specialist  on  important  forest  projects,  policies,  or  valuations; — 
and  to  perform  other  related  W9rk. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  biological  or  engineering 
sciences,  preferably  in  botany,  silviculture,  forest  management,  or  forest  engi- 
neering; and  not  less  than  12  years*  forest  experience,  of  which  at  least  eight 
years  shall  have  been  in  the  direction  or  performance  of  important  forestry 
work  of  a  character  to  give  substantial  evidence  of  forestry  knowledge  and 
Hbility,  or  of  executive  capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Forester. 

To:  Chief,  Forest  Service. 

Compensation  for  Qass 

*    *    • 


Title  of  Class  : 

CHIEF,  FOREST  SERVICE 


Duties: 


Specifications  of  Qass 


1384 


Under  general  direction  of  the  Secretary  of  Agriculture,  to  serve  as  the  execu- 
tive head  of  the  Forest  Service;  to  administer  the  National  Forests;  to  initiate 
and  direct  the  research  necessary  to  the  general  practice  of  forestry  and  secure 
the  efficient  utilization  of  forest  and  forest  products,  including  water  power  and 
forage;  to  direct  cooperation  with  the  States,  Institutions,  organizations,  and 
Individuals,  in  forestry,  forest  protection,  and  forest  utilization,  and  the  ap- 
praisal and  survey  of  lands  for  the  extension  of  National  Forests  by  purchase  or 
exchange;  and  to  perform  other  related  work. 


644  BECLASSiriCATION  COMMISSION  BEPOBT — ^PABT  XL 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biological  or  en- 
gineering sciences,  preferably  in  botany,  silviculture,  forest  manag^nent  or 
forest  engineering;  extended  professional  forestry  experience,  of  which  at 
least  eight  years  shall  have  been  in  the  direction  or  performance  of  important 
forestry  work  of  a  character  to  ^ve  substantial  evidence  of  the  hl^est 
knowledge  and  ability  and  of  executive  capacity  of  the  highest  order. 

PrindiMil  Lines  of  Promotion 

From:  Senior  Forester. 

Compensation  for  ClmsB 


HIGHWAY  ENGINEERING 


Title  of  Glass: 

ASSISTANT  HIGHWAY  ENGINEER 

Specifications  of  Class  1  f  J  O  J 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  In  responsible 
charge  of  a  minor  subdivision  of  a  highway  en^neering  organisation ;  to  col- 
lect and  compile  data  for  specific  items  of  highway  engineering  studies;  to 
take  immediate  charge  of  field  survey  projects  in,  or  the  design,  inspection,  or 
construction  of  minor  highway  engineering  work ;  to  lay  out  and  develop  work 
from  specifications,  and  to  supervise  the  work  of  a  drafting  or  computing  force; 
to  conduct  specific  tests  or  investigations  of  apparatus,  material,  or  processes; 
and  to  perform  related  work  as  required.  • 

Examples:  Making  surveys  for  the  purpose  of  securing  data  for  highway 
construction;  making  and  reviewing  plans,  specifications,  and  estimates  for 
highways;  compiling  data  on.  and  inspecting  quarries,  gravel  pits,  and  crash- 
ing plants;  superintending  the  maintenance  of  experimental  roads;  assisting 
in  experimental  research  and  in  the  testing  of  road  materials. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  highway  engineering ;  not  less  than  two  years*  experience  in  high- 
way engineering  work  in  field  or  office;  proven  technical  knowledge  and  pro- 
ficiency. 

Principal  lines  of  Promotion 

From:  Junior  Civil  Engineer. 
To:  Associate  Highway  Engineer. 

Compensation  for  Class 

Annual :  $2400~$2520-$264(M276M2880-93000 


Title  of  Class  : 

ASSOCIATE  HIGHWAY  ENGINEER  1  o  g   » 

Specifications  of  Class  i  O  O  U 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  interme- 
diate subdivision  of.  a  highway  engineering  organization;  (2)  to  exercise  inde* 
pendent  engineering  Judgment  and  assume  responsibilities  in  studies  and  compa- 
tations  necessary  in  the  preparation  of  reports,  estimates,  or  designs;  (3)  to 
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hSLve  immediate  charge  of  the  construction,  maintenance,  or  operation  of  im- 
portant highway  engineering  works  or  projects;  (4)  to  direct  or  perform  im- 
portant researches  in  highway  engineering; — and  to  perform  other  related 
work. 

Examples:  Making  surveys  and  estimates  in  connection  with  highway  con- 
struction ;  investigating  and  reporting  on  methods  of  road  construction ;  testing 
road  materials;  reviewing  plans,  specifications,  and  estimates,  and  making 
recommendations  in  regard  to  them;  assisting  in  installing  improved  methods 
of  State  management  of  highways ;  laying  out  country  systems  of  highways. 

Qualifications: 

Training  equivalent  to  that  represented  hy  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  highway  engineering;  not  less  than  five  years*  general  engineer- 
ing experience,  of  which  at  least  one  year  shall  have  been  in  the  direction  or 
performance  of  important  highway  engineering  work;  and  supervisory  or  ad- 
ministrative ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From  :  Assistant  Highway  Engineer. 
To:  Highway  Engineer. 

Compensation  for  Qass 

Annual:  $324O-«33e0^$3480-$3600-$3720-$8840 


Title  of  Glass: 
HIGHWAY  ENGINEER 

Specificationa  of  OaM  1  O  O 


To  perform  one  or  more  pf  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate-  and 
execute  policies  for  a  major  subdivision  of  a  highway  engineering  organiza- 
tion; (2)  to  prepare  for  final  executive  action,  reports,  estimates,  specifica- 
tions, designs,  and  data;  (3)  to  have  charge  of  the  construction,  inspection, 
maintenance,  and  operation  of  highway  engineering  works  of  major  impor- 
tance ;  (4)  to  conduct  or  to  direct  major  lines  of  highway  engineering  research ; 
(5)  to  furnish  for  executive  action,  expert  or  critical  advice  on  highway  engi- 
neering works,  projects,  or  policies;  (6)  to  act  as  special  advisor  on  highway 
engineering  problems ; — ^and  to  perform  other  related  work. 

Qaalificationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
fm  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  highway  engineering ;  not  less  than  eight  years'  general  engineer- 
ing experience,  of  which  at  least  four  years  shall  have  been  In  the  direction 
or  performance  of  important  highway  engineering  work;  large  capacity  and 
demonstrated  ability  and  experience  in  the  administration  of  highway  engi- 
neering work. 

Principal  Lines  of  Promotion 

From :  Associate  Highway  Engineer. 
To :  Senior  Highway  Engineer. 

Compensation  for  C3aMi 

Annual:  $414(>-$432(>-$4500-«4680-46040 


Title  ot  Class: 

SENIOR  HIGHWAY  ENGINEER 

Spedflcationa  of  OaM  1  3  O  (S 

Dntiai: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  highway  engineering  organization,  or  of  a  main  divl- 
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sion  thereof,  and  to  determine  or  execute  }?eneral  policies  under  the  limitations 
Imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible 
for  reports,  estimates,  designs,  specifications,  and  data,  or  for  the  construction, 
maintenance,  and  operation  of  large  highway  engineering  projects:  (3)  to 
direct  or  to  perform  the  most  comprehensive  research  in  highway  engineering; 
(4)  to  act  as  consulting  specialist  on  Important  highway  engineering  projects, 
policies,  or  valuations ; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  highway  engineering;  and  not  less  than  12  years'  general  en- 
gineering experience,  of  which  at  least  8  years  shall  have  been  in  the  direction 
or  performance  of  important  highway  engineering  work  of  a  character  to 
give  substantial  evidence  of  engineering  knowledge  and  ability,  or  of  execu- 
tive capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Highway  Engineer. 

To :  Chief  Bureau  of  Public  Roads. 

Compensation  for  dacw 


Tttub  of  Class  : 

CHIEF,  BUREAU  OF  PUBLIC  ROADS  1  O  O  H 

Specifications  of  Class  1  O  O  c' 

Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture  to  exercise  execa- 
tive  and  technical  supervision  over  the  work  of  the'  Bureau  of  Public  Roads ;  to 
administer  the  Federal  Aid  Road  Act  for  the  improvement  of  highways  through- 
out the  United  States  in  cooperation  with  the  States ;  to  supervise  the  activities 
in  road  economics,  experimental  road  building  and  maintenance,  road  material 
tests  and  research,  irrigation  Investigations,  drainage  investigations  and  rural 
engineering;  and  to  perform  other  related  work. 

Qnalificati<ms: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  with  major  work  in  civil  engineering;  ex- 
tended professional  experience  of  which  at  least  eight  years  shall  have  been  of  n 
character  to  give  substantial  evidence  of  knowledge  and  ability,  and  of  execu- 
tive capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Senior  Highway  Engineer. 

Compensation  for  Class 


HYDRAULIC  ENGINEERING 


Title  of  Class  : 

ASSISTANT  HYDRAULIC  ENGINEER 

Specifications  of  Class  1  O  *Hl 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for  the 
conduct  of  the  work  of  a  minor  subdivision  of  a  hydrauUc  engineering  organiza- 
tion; to  collect  and  compile  data  for  specific  items  of  hydraulic  engineering 
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Studies ;  to  take  immediate  charge  of  field  survey  projects  in,  or  of  the  design, 
inspection,  or  construction  of  minor  irrigation,  hydraulic,  or  drainage  work; 
to  lay  out  and  develop  work  from  specifications,  and  to  supervise  the  work  of  a 
drafting  or  computing  force ;  to  conduct  specific  tests  or  investigations  of  appa- 
ratus, material,  or  processes ;  and  to  perform  related  work  as  required. 

EiXamples:  Directing  field  parties  on  construction  or  surveys;  estahlishing 
stream-gauging  stations;  measuring  stream  fiow;  computing  and  reviewing 
stream-gauging  records;  examining  and  reporting  on  water  power,  drainage, 
and  irrigation  possibilities. 

Qualifications : 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  civil  engineering,  prefer- 
ably in  hydraulic  engineering ;  not  less  than  two  years'  practical  experience  in 
hydraulic  engineering  work  in  field  or  office;  proven  technical  knowledge  and 
proficiency. 

Principal  Lines  of  Promotion 

From :  Junior  Civil  Engineer. 
To :  Associate  Hydraulic  Engineer. 

Compensation  for  Class 

Annual:  $240(>-$252O-|264(>-|27e0^288(Md00O 


Title  of  Class  : 

ASSOCIATB  HYDRAULIC  ENGINEER 

Specilicationa  of  Oass  -    1  3  !i  1 

To  perform  one  or  more  of  the  following  functions  under  general  administra- 
tive and  technical  direction : — (1)  to  be  in  responsible  charge  of  an  intermediate 
subdivision  of  a  hydraulic  engineering  organiasatlon ;  (2)  to  exercise  Independent 
judgment  and  assume  responsibilities  in  studies  and  computations  necessary  for 
the  preparation  of  reports,  estimates,  or  designs;  (8)  to  have  Immediate  charge 
of  the  construction,  maintenance,  or  operation  of  important  hydraulic  or  drain- 
age engineering  work  or  projects;  (4)  to  conduct  or  to  direct  important  lines 
of  hydraulic  or  drainage  engineering  research;  and  to  perform  other  related 
work. 

Qualilleations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  civil  engineering,  pref- 
erably in  liydraulic  engineering;  not  less  than  five  years'  general  engineering 
experience,  of  which  at  least  one  year  shall  have  been  in  the  direction  or  per- 
formance of  important  hydraulic  or  drainage  engineering  work ;  supervisory  or 
administrative  ability,  or  a  high  degree  of  technical  knowledge  and  skill. 

Principal  Unas  of  Promotion 

From :  Assistant  Hydraulic  Engineer. 
To :  Hydraulic  Engineer. 

Compensation  for  Class 

Annual:  $324O-$386O-|348a-$3e0(Md72O-^3840 


Title  of  Class  : 
HYDRAUUC  ENGINEER 

Specifications  of  Class  1  a  1)  2 

Duties:  lOO^ 

To  perform  one  or  more  of  the  following  functions  under  general  direction : — 
(1)  To  have  responsible  charge  of,  and  to  initiate  and  determine  policies  for 
a  major  subdivision  of  a  hydraulic  or  drainage  engineering  organization ;  (2)  to 
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conduct  or  direct  major  lines  of  hydraulic  and  drainage  engineering  research; 
(8)  to  prepare  for  final  executive  action,  reports,  estimates,  designs,  specifica- 
tions, and  data;  (4)  to  have  charge  of  the  construction,  maintenance,  or  op- 
eration of  hydraulic  or  drainage  engineering  projects  and  works  of  major  Im- 
portance; (5)  to  furnish  for  executive  action,  expert  or  critical  advice  on 
hydraulic  or  drainage  works,  projects  or  policies;  (6)  to  act  as  rpeclal  ad- 
viser on  hydraulic  drainage  engineering  problems; — and  to  perform  other  re- 
lated work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  civil  engineering, 
preferably  In  hydraulic  engineering; -not  less  than  eight  years'  general  en- 
gineering experience,  of  which  at  least  four  years  fhall  have  been  In  the  di- 
rection or  performance  of  important  hydraulic  or  drainage  engineering  worli; 
large  capacity  and  proven  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Hydraulic  Engineer. 
To :  Senior  Hydraulic  Engineer. 

Compensation  for  daas 

Annual:  $4140-4432(M4500-44680-«4860-$5040 


Trnjs  OF  Class  : 

SENIOR  HYDRAULIC  ENGINEER 

Duties: 

To  i)erform  one  or  more  of  the  following  functions: — (l)to  have  chief 
administrative  charge  of  a  hydrtiullc  engineering  organization  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limi- 
tations imposed  by  laws,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  speciflcatloi  s,  and  data,  or  for  the 
construction,  maintenance,  and  operation  of  large  hydraulic  engineering  works 
and  projects;  (3)  to  have  full  charge  of  the  collection  and  presentation  of 
data  for,  and  the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform 
the  most  comprehensive  lines  of  hydraulic  engineering  research;  (5)  to  act  as 
consulting  specialist  on  importart  hydraulic  engineering  projects,  i)olicies,  or 
valuations; — and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  In  civil  engineering, 
preferably  in  hydraulic  engineering;  rot  less  than  12  years'  general  engineer- 
ing experience,  of  which  at  least  8  years  shall  have  been  in  the  direction  or 
performance  of  important  projects  in  hydraulic  engineering  work  of  a  char- 
acter to  give  substantial  evidence  of  engineering  knowledge  and  ability,  or  of 
executive  capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Hydraulic  Engineer. 

To :  Director  and  Chief  Engineer  Reclamation  Service. 

Compensation  for  Qass 


« 
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HYDROGRAPHIC  AND  GEODETIC  ENGINEERING 


Trruc  of  Glass  : 

ASSISTANT  HYDROGRAPHIC  AND  GEODETIC  ENGINEER 

Specifications  of  Class  j[  O  J  "f 

Duties: 

Under  spedflc  administrative  and  technical  direction,  to  be  in  charge  of 
minor  hydrographic  and  geodetic  surveying  parties ;  to  serve  as  executive  officer 
of  major  parties;  to  serve  as  senior  routine  officer  of  major  parties;  and  to 
perform  related  v^ork  as  required. 

Examples:  Serving  as  chief  of  minor  hydrographlc,  topographic,  and  geo- 
detic parties ;  serving  as  executive  officer  of  surveying  vessels ;  performing  the 
work  of  senior  assistant  in  surveying  parties;  making  complicated  field  and 
office  computations. 

Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  civil  engineering; 
not  less  than  two  years'  active  experience  In  hydrographic  and  geodetic  en^- 
neerlng;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Civil  Engineer. 

To:  Associate  Hydrographic  and  Greodetlc  Engineer. 

Compensation  for  Class 

Annual:  |240M2520-$2640-$2760-$28SO-$3000 


Title  of  Class: 

ASSOCIATE  HYDROGRAPHIC  AND  GEODETIC  ENGINEER 

Specifications  of  Class  i  Q(|  "l 

Duties:  lO^JO 

Under  general  administrative  and  technical  direction,  to  be  In  responsible 
charge  of  an^  intermediate  hydrographic  and  geodetic  survey  party  on  land  or 
at  sea,  with  responsibility  for  the  organization,  equipment,  and  maintenance 
of  the  party ;  to  perform  specialized  geodetic,  magnetic,  or  tidal  research  work ; 
and  to  perform  other  related  work. 

Examples:  Acting  as  commanding  officer  of  surveying  vessels;  serving  as 
chief  of  wire  drag,  geodetic,  and  astronomic  parties;  performing  the  work  of 
an  inspector  in  charge  of  field  stations. 

« 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering;  not 
less  than  five  years'  general  hydrographic  and  geodetic  engineering  experience, 
of  which  at  least  one  year  shall  have  been  in  the  direction  or  i)erformance  of 
important  hydrographic  and  geodetic  engineering  work ;  a  high  degree  of  theo- 
retical and  practical  knowledge  and  skill ;  supervisory  or  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Hydrographic  and  Geodetic  Engineer. 
To:  Hydrographic  and  Geodetic  Engineer. 

Compensation  for  Class 

Annual:  |324M33e0-$348(>-|3600^72(>-$3840 
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Title  of  Glass  : 

HYDROGRAPHIC  AND  GEODETIC  ENGINEER 

Specifications  of  Class  1  O  J  O 

Duties: 

To  perforin  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  hydrographic  and  geodetic  organization; 
(2)  to  be  In  charge  of  an  extensive  field  survey  on  land  or  at  sea  with  responsi- 
bility for  the  organization,  equipment,  and  maintenance  of  the  parties;  (3)  to 
act  as  adviser  on  questions  of  administrative  and  technical  procedure,  or  as  con- 
sulting specialist  In  hydrographic  and  geodetic  engineering; — and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering; 
not  less  than  eight  year's  general  hydrographic  and  geodetic  engineering  ex- 
I)erience,  at  least  four  years  of  which  shall  have  been  in  the  direction  or  per- 
formance of  Important  hydrographic  and  geodetic  engineering  work;  a  hi^ 
degree  of  theoretical  and  technical  knowledge  and  skill  and  of  supervisory  and 
administrative  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Hydrographic  and  Geodetic  Engineer. 
Tor  Senior  Hydrographic  and  Geodetic  Engineer. 

Compensation  for  Class 

Annual:  $4140-$432(>-$4500-$468M4860-^5040 


Title  of  Glass  :  * 

SENIOR  HYDROGRAPHIC  AND  GEODETIC  ENGINEER 

Specifications  of  Class  1  O  «i  ' 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief 
administrative  charge  of  a  hydrographic  and  geodetic  engineering  organiza- 
tion, or  of  a  main  division  thereof,  and  to  determine  or  execute  general  policies 
under  the  limitations  Imposed  by  law,  regulations  or  other  fixed  requirements; 
(2)  to  be  responsible  for  reports,  estimates,  designs,  specifications,  and  data, 
or  for  the  maintenance  and  operation  of  large  hydrographic  and  geodetic  engi- 
neering projects;  (3)  to  direct  or  to  perform  the  most  comprehensive  research 
in  hydrographic  and  geodetic  engineering;  (4)  to  act  as  consulting  specialist 
on  important  hydrographic  and  geodetic  engineering  projects  or  policies; — and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  civil  engineering; 
and  not  less  than  12  years'  hydrographic  and  geodetic  engineering  experience, 
of  which  at  least  eight  years  shall  have  been  In  the  direction  or  performance 
of  important  hydrographic  and  geodetic  engineering  work  of  a  character  to 
give  substantial  evidence  of  engineering  knowledge  and  ability,  or  of  execih 
tive  capacity  of  the  highest  order.  ^ 

Principal  Lines  of  Promotion 

From :  Hydrographic  and  Geodetic  Engineer. 
To:  Superintendent,  Coast  and  Geodetic  Survey. 

Compensation  for  Class 
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TiTLB  OF  Class  : 

SUPERINTENDENT,  COAST  AND  GEODETIC  SURVEY 

Specifications  of  Class  15^^))^ 

Duties:  1  O  W  O 

Under  tlie  general  direction  of  the  Secretary  of  Commerce,  to  be  the  execu- 
tive head  of  the  Coast  and  Geodetic  Survey ;  to  be  responsible  for  the  survey  of 
the  coasts  of  the  United  States  and  its  possessions,  including  base-line  measure- 
ment, trlangulatlon,  topography,  hydrography,  deep-sea  soundings,  temperature 
of  water  and  current  observations,  magnetic  observations,  gravity  research, 
and  astronomical  observations ;  to  publish  charts  and  reports  dealing  wiUi  the 
results  of  surveys  and  research ;  and  to  perform  other  rcdated  work. 

Qnalifications: 

Training  equivalent  to  graduation  with  a  degree  from  an  institution  of  recog- 
nized standing  with  major  work  in  civil  engineering  or  the  physical  sciences; 
extended  professional  experience,  of  which  at  least  eight  years  shall  have  been 
of  a  character  to  give  substantial  evidence  of  knowledge  and  ability  and  of 
executive  capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Senior  Hydrographic  and  G^detic  Engineer. 

Compensation  for  Class 


LANDSCAPE  ARCHITECTURE 


Tttlm  ov  Class: 

LANDSCAPE  DRAFTSMAN  1  Q  (i  ei 

Specifications  of  Oass  loJ  J 

Duties: 

To  perform  under  immediate  supervision,  minor  technical  work  In  an  organ- 
ization engaged  in  landscape  architecture  and  city  planning;  to  make  tracings 
and  copies  of  plans  and  drawings  of  landscape  architectural  and  city  planning 
projects ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years'  experience  in  the  office  of  a  professional  landscape 
architect  and  city  planner. 

Principal  Lines  of  Promotion 

From:  Copyist  Draftsman. 

To :  Junior  Landscape  Architect 

Compensation  for  Class 

Annual:  $120(M1320-41440^1560-41680-^1800 


IkTLB  OF  Class  : 

JUNIOR  LANDSCAPE  ARCHITECT  1  A(\ 

Specifications  of  Qass 
Duties: 

Under  Immediate  supervision,  to  prepare  plans  for  the  development  of  land 
for  parks,  playgrounds,  land  subdivision,  building  groups,  hospitals,  military 
projects,  housing  projects,  and  similar  undertakings;  to  prepare  estimates  and 
specifications ;  and  to  perform  related  work  as  required. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  landscape  archi- 
tecture. 

Principal  Lines  of  Promotion 

From:  Landscape  Draftsman. 

To :  Assistant  Landscape  Architect. 

Compensation  for  Class 

Annual:  $180M1820-*204O-$2160 


Title  of  Class  : 

ASSISTANT  LANDSCAPE  ARCHITECT  i  4  n  i 

Specifications  of  Clascr  1  4  U  1 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  landscape  architectural  and 
city  planning  organization;  to  collect  and  compile  data  for  landscape  archi- 
tectural and  city  planning  studies ;  to  prepare  plans  Involved  in  the  conception, 
promotion,  and  completion  of  projects  for  the  development  of  land,  for  parks, 
playgrounds,  land  subdivision,  building  groups,  hospitals,  military  projects, 
or  housing  projects,  to  prepare  estimates  and  specifications ;  to  superintend  the 
execution  of  landscape  architectural  and  city  planning  projects  in  accordance 
with  plans,  specifications,  and  instructions;  and  to  perform  related  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  ^wlth  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  landscape  architecture; 
not  less  than  two  years*  active  experience  in  landscape  architecture  and  dty 
planning;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Landscape  Architect. 
To:  Associate  Landscape  Architect. 

Compensation  for  Class 

Annual:  $240a-$252a-f2640-$2760-$288(>-$3000 


Title  of  Class: 

ASSOCIATE  LANDSCAPE  ARCHITECT 

Specifications  of  Class  1  4  0  2 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  To  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  landscape  architectural  and  city  planning  organiza- 
tion ;  (2)  to  exercise  independent  judgment  and  to  assume  responsibilities  for 
studies,  estimates  and  reports  relative  to  landscape  and  city-planning  work 
involved  in  the  conception,  promotion,  and  completion  of  projects  for  the  de- 
velopment of  land ;  (3)  to  be  responsible  for  the  preparation  of  plans,  estimates, 
and  specipcations  for  the  development  of  land  for  parks,  playgrounds,  land 
subdivisions,  building  groups,  hospitals,  military  projects,  housing  projects,  and 
similar  undertakings;  (4)  to  assist  in  the  preparation  of  recommendations  and 
reports  in  consultation  with  architects,  engineers,  and  others  for  projects  in- 
volving the  development  of  land ;  (5)  to  superintend  the  execution  of  landscape 
architectural  and  city-planning  projects  in  accordance  with  plans,  specifications, 
and  instructions ; — and  to  perform  other  related  work. 
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Qnalificatioiis: 

Training  eqolvalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  landscape  architecture; 
not  less  than  five  years'  professional  experience,  of  which  at  least  one  year  shall 
haT'e  been  in  the  direction  or  performance  of  important  landscape  architectural 
work ;  supervisory  or  administrative  ability,  or  a  high  degree  of  technical  skill. 

Priacipftl  LiBca  of  Promotum 

From :  Assistant  Landscape  Architect. 
To :  Landscape  Architect 

Compensation  for  Class 

Annual :  $3240-$336(>4348(M3e00-^720-^3840 


Tttub  of  Class  : 
LAI^DSCAPE  ARCHITECT 

Specifieations  of  Class  i  4  U  f  > 

Dnties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  and  de- 
termine policies  for  a  major  subdivision  of  a  landscape  architectural  and  city 
planning  organization;  (2)  to  prepare  for  final  executive  action,  reports  and 
recommendations  resultive  from  investigations  of  proposed  landscape  archi- 
tectural and  city  planning  projects  involving  the  development  of  land;  (3)  to 
supervise  the  preparation  of  plans,  estimates,  specifications,  and  contracts; 
(4^  to  superintend  the  execution  of  landscape  architectural  and  city  planning 
projects  in  accordance  with  plans,  specifications,  and  instructions;  (5)  to  fur- 
nish for  executive  action,  expert  or  critical  advice  on  landscape  architectural 
and  dty  planning  works,  projects,  or  policies ; — and  to'  perform  other  related 
work. 

Qnaliilcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  landscape  architec- 
ture ;  not  less  than  eight  years'  professional  experience,  of  which  not  less  than 
four  years  shall  have  been  in  the  direction  or  performance  of  important  land- 
scape architectural  or  city  planning  work;  and  proven  technical  and  adminis- 
trative ability. 

Principal  lines  of  Promotion 

From :  Associate  Landscape  Architect 
To:  Senior  Landscape  Architect 

Compensation  for  Gass 

Annual:  $4140-$4320-41500-$468(M486(V-|5040 


TrruB  OF  Class  : 

SENIOR  LANDSCAPE  ARCHITECT 

Specifications  of  Class  1  4  f)  4 

Duties:  XTV"r 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  landscape  architectural  and  city  planning  organization, 
or  of  a  main  division  thereof,  and  to  determine  or  execute  general  policies  of 
the  organization  under  the  limitations  imposed  by  law,  regulations,  or  other 
fixed  requirements;  (2)  to  be  resx)onsible  for  landscape  and  city  planning  work 
involving  the  conception,  promotion,  and  completion  of  projects  for  the  de- 
velopment of  land,  and  to  investigate  proposed  projects,  and  make  recommenda- 
tions and  reports  in  consultation  with  architects,  engineers,  and  others;  (3) 
to  direct  the  preparation  of  plans,  estimates,  specifications,  and  contracts ;  (4) 
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to  act  as  consulting  specialist  on  important  landscape  architectural  and  dty 
planning  projects  or  policies ; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  landscape  architec- 
ture; not  less  than  12  years*  professional  experience,  of  which  at  least  eight 
years  shall  have  been  in  the  direction  or  performance  of  landscai)e  architec- 
tural work  of  a  character  to  give  substantial  evidence  of  knowledge  and  ability 
required  by  the  profession,  or  of  executive  capacity,  of  the  highest  order. 

Principal  Linea  of  Promotion 

From :  Landscape  Architect 

CompenBation  for  Class 


MARINE  ENGINBEBINQ 


TiTiA  OF  Class: 

MARINE  ENGINEERING  DRAFTSMAN 

Spedfications  of  ClasB  l^vO 

Duties: 

To  perform,  under  Immediate  supervision,  minor  technical  work  In  an  organi- 
zation engaged  in  marine  engineering;  and  to  perform  other  related  work  as 
required. 

Bixamples:  Performing  minor  drafting,  sketching,  and  tracing;  compiling 
data;  making  simple  computations;  filing  drawings. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years'  experience  in  drafting  or  copyist  work  or  in  other 
marine  engineering  work. 

Principal  Lines  of  Promotion 

From:  Copyist  Draftsman. 
To:  Junior  Marine  Engineer. 

Compensation  for  Class 

Annual:  $120O4l32(K1440-$15eM1680-$1800 


TriLE  or  Class: 

JUNIOR  MARINE  ENGINEER  1  A(\l' 

Specifications  of  Oass  ^  *  -^  O 

Dnties: 

Under  immediate  supervision,  to  design  the  details  of  marine  machinery  and 
appurtenances  in  accordance  with  data  and  instructions  furnished ;  and  to  per- 
form related  work  as  required. 

Examples:  Designing  minor  details  and  making  computations  and  working 
drawings ;  compiling  machinery  data ;  handling  minor  routine  technical  corre- 
spondence. 

Qualifications: 

Trnlnlnf?  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  engineering,  preferably 
ill  marine  engineering. 
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Principft]  Lines  of  Promotion 

From :  Marine  Engineering  Draftsman. 
To:  Assistant  Marine  Engineer. 

Compensation  for  Class 

Annual:  -$1800-$192(M204O-$2160 


Trnjc  OF  Class  : 

ASSISTANT  MARINE  ENGINEER 

Specifications  of  Oass  1407 

Duties: 

Under  sfpeciflc  administrative  and  technical  direction  to  be  responsible  for  the 
conduct  of  the  work  of  a  minor  subdivision  of  a  marine  engineering  organiza- 
tion ;  to  collect  and  compile  data  for  specific  items  of  marine  engineering 
studies;  to  lay  out  and  develop  marine  machinery  and  appurtenances  and  to 
make  the  usual  computations  required  in  marine  engineering ;  to  conduct  specific 
tests  or  investigations  of  apparatus,  material  or  processes;  and  to  perform 
related  work  as  required. 

£}xamples:  Designing  and  detailing  marine  machinery  and  appurtenances; 
making  calculations,  writing  specifications,  cost  estimating,  inspecting;  handling 
routine  technical  correspondence. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  marine  engineering ;  not  less  than  two  years'  experience  in  marine  engineer- 
ing work  in  design  or  construction ;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

I'rom:  Junior  Marine  Engineer. 
To :  Associate  Marine  Engineer. 

Compensation  for  Class 

Annual:  $2400-$252(M2640^2760-$2880-|3000 


Title  of  Class  : 

ASSOCIATE  MARINE  ENGINEER 

Specifications  of  Class  1  4  0  (S 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  marine  engineering  organization ;  (2)  to  exercise  inde- 
pendent engineering  judgment  and  assume  responsibilities  in  studies  and  com- 
putations necessary  for  the  preparation  of  reports,  estimates,  designs,  technical 
correspondence,  and  valuations;  (3)  to  have  immediate  charge  of  a  particular 
class  of  work  on  one  or  more  vessels,  or  of  other  comparable  supervisory  work ; 
(4)  to  direct  or  to  perform  important  lines  of  marine  engineering  research; — 
and  to  perform  other  related  work. 

Examples :  Supervising  or  performing  the  technical  work  required  in  the  plan- 
ning and  designing  of  marine  machinery  and  appurtenances;  making  calcula- 
tions; checking;  estimating;  writing  specifications;  handling  technical  corre- 
spondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  marine  engineering ;  not  less  than  five  years'  experience  in  marine  engineer- 
ing design  and  construction,  of  which  at  least  one  year  shall  have  been  in  the 
direction  or  performance  of  important  marine  engineering  work ;  supervisory  or 
administrative  ability  or  a  high  degree  of  technical  skill. 
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Principal  Lfnes  of  Promotioii 

From :  Assistant  Marine  Engineer. 
To: 'Marine  Engineer. 

Compeiisatioii  for  Class 

Annual:  $324a-$33eO-|3480-^d600-^720-^3840 


Tm^  OF  Class  : 

MARINE  ENGINEER 

Spedfieations  of  Gaaa  1  400 

Duties:  ^TUt' 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execate 
policies  for  a  major  subdivision  of  a  marine  engineering  organization;  (2)  to 
prepare  for  final  executive  action,  reports,  estimates,  speclficaU<ms,  designs,  or 
valuation  studies  and  data ;  (3)  to  have  charge  of  the  design,  construction,  in- 
spection, or  maintenance  of  the  machinery  of  ships,  either  of  a  type  or  of  vari- 
ous types;  (4)  to  direct  or  to  perform  major  lines  of  marine  engineering  re- 
search, preliminary  or  basic  design;  (5)  to  furnish  for  executive  action,  expert 
or  critical  advice  on  marine  engineering  works,  projects,  or  policies; — and  to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  marine  engineering;  not  less  than  eight  years*  engineering  experience, 
of  which  at  least  four  years  shall  have  been  in  the  direction  or  performance  of 
important  marine  engineering  work;  proven  administrative  and  technical 
ability. 

PrinciiMil  lines  of  Promotion 

From :  Associate  Marine  Engineer. 
To:  Senior  Marine  Engineer. 

Compensation  for  Class 

Annual:  $414M4320-$4500-|4680-^48e(y-^5040 


Trru:  of  Culss  : 

SENIOR  MARINE  ENGINEER  1/110 

Spedfieations  of  Class  ^  *  ^  ^' 

Duties: 

To  perform  one  or  more  of  the  fdllowlng  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  marine  engineering  organization,  or  of  a  main  division 
thereof,  and  to  determine  or  execute  general  policies  under  the  limitations  im- 
posed by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  resfponsible 
for  reports,  estimates,  designs,  specifications,  and  data,  or  for  the  constmction 
or  maintenance  of  the  machinery  of  large  merchant  naval  fleets,  including 
auxiliaries  and  naval  aircraft ;  (3)  to  have  full  charge  of  the  collection  and 
presentation  of  data  for,  and  the  conduct  of  valuation  proceedings;  (4)  to  direct 
or  to  perform  the  most  comprehensive  lines  of  marine  engineering  research; 
(5)  to  act  as  consulting  specialist  on  Important  engineering  projects,  policies, 
or  valuations; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  engineering,  preferab^ 
in  marine  engineering ;  and  not  less  than  12  years*  marine  engineering  experi- 
ence, of  which  at  least  eight  years  shall  have  been  in  the  direction  or  perforin- 
ance  of  important  marine  engineering  work  of  a  character  to  give  substantial 
evidence  of  marine  engineering  knowledge  and  ability,  or  of  exeeutiye  capacity, 
of  the  highest  order. 
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Prindpftl  Line!  of  Promotioii 

From :  Majrine  Engineer. 

To:  Oommissioner  of  Lighthouses;  Supervising  Inspector  General,  Steamboat- 
Inspection  Servica 

Compensation  for  Class 


Ttfle  of  Glass  : 

SUPERVISING    INSPECTOR    GENERAL,    STEAMBOAT-INSPECTION 
SERVICE' 

Specifications  of  Class  1411 

Dnties: 

Under  the  general  direction  of  the  Secretary  of  Commerce,  to  serve  as  the 
execntive  head  of  the  Steamboat-Inspection  Service;  to  administer  the  steam- 
boat inspection  laws,  the  licensing  of  officers  of  steam  vessels  on  navigable 
waters  of  the  United  States,  and  the  inspection  of  steam  vessels  as  to  the 
soundness  and  efficiency  of  their  hulls,  boilers  and  other  machinery,  and  their 
equipment  for  the  protection  of  life;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  marine  engineering 
or  naval  architecture;  extended  engineering  experience,  of  which  at  least  eight 
years  shall  have  been  in  the  direction  or  performance  of  marine,  work  as  navi- 
gating or  engineer  officer,  of  a  character  to  give  substantial  evidence  of  navi- 
gation and  engineering  knowledge  and  ability  and  of  executive  capacity  of  the 
highest  order. 

Principal  Lines  of  Promotion 

From:  Senior  Marine  Engineer;  Senior  Naval  Architect 

Compensation  for  Class 


MATERIALS  ENGINEERING 


TnxE  OF  Class: 

MATERIALS  ENGINEERING  AID 


Spedfications  of  Class  141^ 


Duties: 

To  perform,  under  immediate  sui)ervision,  minor  technical  work  in  an  organ- 
izaition  engaged  in  materials  engineering;  and  to  perform  related  work  as 
required.  * 

Examples:  Carrying  on  minor  tests;  assisting  in  inspections,  or  routine 
laboratory  or  shop  work;  recording  technical  data;  assisting  in  investigations 
and  tests;  malcing  simple  computations;  plotting  curves. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
not  less  than  two  years*  experience  in  engineering  work. 

Principal  Lines  of  Promotioii 

From :  Junior  Engineering  Aid. 

To:  Junior  Materials  Engineer. 

« 

Compensation  for  Class 

Annual:  $12(X>-$132(>-$1440-$156(M1680-$1800 
16491^— 20--PT  2 42 
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Name  of  Grottp  of  Classes  : 
JUNIOR  MATERIALS  ENGINEER 

Titles  of  Typical  Classes  in  Gboup  : 

Junior  Materials  Engineer  (Tezttles) 
Junior  Materials  Engineer  (Rubber) 
Junior  Materials  Engineer  (Ferrous  Metals) 
Junior  Materials  Engineer  (Cement  and  Concrete) 
Junior  Materials  Engineer  (Paints) 

Specifications  of  ClasBe^  in  Group        1  4  i.  O 
Duties: 

Under  immediate  supervision,  to  perform  routine  testing  and  Inspection 
work  in  materials  engineering;  and  to  perform  related  work  as  required. 

Examples:  Making  and  checking  computations;  performing  minor  research 
work;  performing  routine  laboratory  work;  compiling  technical  data;  making 
Inspections;  handling  minor  routine  technical  reports  and  memoranda. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  engineering. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  the  material  or  materials  to  be 
handled,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Materials  Engineering  Aid. 
To :  Assistant  Materials  Engineer. 

Compensation  for  Classes  in  Group 

Annual:  $1800-$192(M204(V42160 


Name  of  Gboup  of  Classes: 
ASSISTANT  MATERIALS  ENGINEER 

Titles  of  Typical  Classes  in  Group: 

Assistant  Materials  Engineer  (Textiles) 

Assistant  Materiab  Engineer  (Ferrous  Metals) 

Assistant  Materials  Engineer  (Rubber) 

Assistant  Materiab  Engineer  (Cemoit  and  Concrete) 

Assistant  Materials  Engineer  (Paints) 

Specifications  of  Classes  in  Group  1  T  J-  "^ 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  materials  engineering 
organization^  to  collect  and  compile  data  for  specific  studies  of  technical  and 
industrial  materials;  to  have  immediate  charge  of  tests  and  inspections;  and 
to  perform  related  work  as  required. 

Examples :  Supervising  or  performing  tests  on  materials ;  supervising  or  con- 
ducting inspection  of  materials;  reviewing  purchase  requisitions  and  sched- 
ules for  materials  to  insure  correct  quantity  and  quality;  assisting  In  prepa- 
ration of  major  technical  papers,  reports  and  specifications;  preparing  minor 
technical  papers  or  reports;  handling  routine  technical  correspondence. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering;  not 
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less  than  two  years'  experience  In  materials  engineering  work  In  office,  shop, 
laboratory,  or  field ;  and  proven  technical  knowledge  and  proficiency. 

Spcciftl  QtuUllcationg: 

For  each  class  In  the  group,  specialization  in  the  material  or  materials  to 
be  handled,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Junior  Materials  Engineer. 
To :  Associate  Materials  Engineer. 

Compensation  for  Classes  in  Group 

Annual:  $240M252O-4264a-<276(M288O-$dOOO 


NAifE  or  GsoTTP  OF  Classes  : 
ASSOCIATE  MATERIALS  ENGINEER 

TiTucs  OF  Typicax  Classes  in  Qboijp: 

Associate  Materials  Engineer  (Paints) 
Associate  Materials  Engineer  (Textiles) 
Associate  Materials  Engineer  (Cement  and  Concrete) 
Associate  Materiab  Engineer  (Ferrous  Metals) 
Associate  Materiab  liiugineer  {Timber) 

Specifications  of  Classes  in  Group  141^ 

Duties:  11  J.  U 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  materials  engineering  organization;  (2)  to  exercise 
independent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports  and  specifications  upon 
materials;  (3)  to  direct  or  perform  Important  lines  of  research  on  materials; — 
and  to  perform  other  related  work. 

Examples:  Supervising  or  performing  the  technical  work  required  in  the 
investigation  of  materials;  making  or  reviewing  important  calculations;  an- 
alyzing results  of  tests;  writing  specifications  and  reports;  initiating  research 
work  for  improving  the  general  quality  of  materials  and  for  developing  sub- 
stitute materials;  studying  materials  which  have  failed  in  service;  considering 
materials  offered  for  sale  for  quality  and  cost;  inspecting  materials  In  cases 
of  controversy;  investigating  manufacturing  processes;  writing  technical  pa- 
pers and  reports  for  public  circulation;  handling  technical  correspondence. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
nn  institution  of  recognized  standing,  with  major  work  In  engineering;  not 
less  than  five  years*  general  engineering  experience,  of  which  at  least  one  year 
shall  have  been  in  the  direction  or  performance  of  Important  materials  engi- 
neering work;  supervisory  er  administrative  experience,  or  a  high  degree  of 
technical  skill. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  the  material  or  materials  to 
be  handled,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant  Materials  Engineer. 
To:  Materials  Engineer. 

Compensation  for  Classes  in  Group 

Annual:  $d240-|886(K348(K8600-|372(H8840 
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Name  of  Gbouf  of  Glasses  : 
MATERIALS  ENGINEER 

Titles  of  Typical  Glasses  in  Gboup: 

Materiab  Engineer  (Ferrous  Metals) 

Materials  Engineer  (Textiles) 

Materials  Engineer  (Rubber) 

Materials  Engineer  (Timber) 

Materials  Engineer  (Paints) 

Spedficationa  of  Classes  in  Group  1  4 1 G 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminlstn- 
tive  direction: — (1)  to  have  responsible  charge  of,  and  to  Initiate  or  execnte 
policies  for  a  major  subdivision  of  a  materials  engineering  organization;  (2)  to 
prepare  for  executive  action,  reports  and  specifications;  (3)  to  direct  or  to 
perform  major  lines  of  materials  engineering  work;  (4)  to  direct  inspections 
of  materials;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice 
on  questions  arising  In  connection  with  the  use,  investigation,  and  purchase  of 
materials; — and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering ;  not  less 
than  eight  years*  general  engineering  experience,  of  which  at  least  four  years 
shall  have  been  in  the  direction  or  performance  of  impcwtant  materials  engineer- 
ing work;  administrative  ability,  and  Initiative. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  In  the  material  or  materials  to  be 
handled,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Associate  Materials  Engineer. 
To:  Senior  Materials  Engineer. 

Compensation  for  Classes  in  Group 

Annual:  $414O-$4320^4500-$4680-44860-$5040 


Name  of  Group  of  Classes  : 
SENIOR  MATERIALS  ENGINEER 

Tpfles  of  Typical  Classes  in  Group  : 

Senior  Materials  Engineer  (Ferrous  Metals) 
Senior  Materials  Engineer  (Paints) 
Senior  Materials'  Engineer  (Cement  and  Concrete) 
Senior  Materials  Engineer  (Timber) 

Duties:  Sp«dfictions  of  CUsses  i»  Group  1417 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  materials  engineering  organization,  or  of  a  main  divl- 
sion  thereof,  and  to  determine  or  execute  general  policies  under  limitations  im- 
posed by  law,  regulations,  or  other  fixed  requirements;  (2)  to  direct  compre- 
hensive materials  engineering  work  and  to  be  responsible  for  reports,  specifica- 
tions, and  data  covering  materials;  (3)  to  act  as  consulting  specialist  on  im- 
portant questions  arising  in  connection  with  the  purchase,  investigation,  and 
use  of  materials ; — and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
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ably  with  work  In  the  special  field  of  materials;  and  not  less  than  12  years' 
general  engineering  experience,  of  which  at  least  8  years  shall  have  been  of  a 
character  to  give  substantial  evidence  of  materials  engineering  knowledge  and 
ability,  or  of  executive  capacity  of  the  highest  order. 

Spedml  QaaMcmtioiis: 

For  each  class  in  the  group,  specialization  in  the  material  or  materials  to  be 
handled,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Materials  Engineer. 

Compensation  for  Classes  in  Gioop 


MECHANICAL  ENGINEERING 


TiTue  OF  Class  : 

MECHANICAL  ENGINEERING  AID 

Specifications  of  Class  1  41  ( *> 

Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  in  an  organi- 
zation engaged  in  mechanical  engineering;  and  to  perform  related  work  as 
required. 

Examples :  Recording  data  in  laboratory  or  field ;  assisting  engineers  in  mak- 
ing tests  on  pumps,  engines,  or  boilers;  making  tracings  and  simple  drawings. 

Qnalifieations: 

Training  equivaleht  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  engineering  work;  familiarity  with  the 
use  of  the  slide  rule;  ability  to  do  lettering  and  drafting  and  to  make  simple 
computations. 

Principal  Lines  of  Promotion 

From :  Junior  Engineering  Aid  • 

To :  Junior  Mechanical  Engineer. 

Compensation  for  Class 

Annual:  $1200-$1320-|1440-$15e0-$1680-|1800 


141'.) 


Title  of  Class  : 

MECHANICAL  ENGINEERING  DRAFTSMAN 

Specifications  of  Class 
Daties: 

To  perform,  under  immediate  supervision,  routine  drafting  work  in  connec- 
tion with  the  preparation  of  plans  for  mechanical  engineering  projects ;  and  to 
perform  related  work  as  required. 

Examples:  Making  tracings  from  original  drawings;  making  drawings  of 
minor  importance;  filing  and  indexing  drawings ;  lettering;  computing;  revising 
tracings. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  successful  experience  in  engineering  drafting  work ;  ability 
to  letter  and  to  make  simple  calculations. 

Principal  Lines  of  Promotion 

BYom:  Copyist  Draftsman. 

To:  Junior  Mechanical  Engineer. 

Compensation  for  Class 

Annual:  |120(M132M1440-^156(K1680-|1800 
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Title  of  Glass  : 

JUNIOR  MECHANICAL  ENGINEER 

Specifications  of  Class  1 4  ^  v) 

Duties: 

Under  immediate  supervision,  to  do  routine  drafting,  computing,  testing,  and 
other  engineering  work;  and  to  perform  related  work  as  required. 

Examples:  Carrying  out  routine  tests,  recording  data,  and  writing  reports 
on  tests  of  boilers,  engines,  heating  and  ventilating  systems,  vacuum  systems, 
hydraulic  machinery,  or  pumps;  assisting  in  making  tests  on  structural  ma- 
terials, such  as  steel,  wood,  concrete,  or  stone ;  designing  simple  apparatus  and 
Instruments;  making  detail  drawings  and  computations  for  mechanical  equip- 
ment, ordnance,  or  gas  engines. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably In  mechanical  engineering. 

Principal  Lines  of  Promotion 

From :  Mechanical  Engineering  Aid ;  Mechanical  Engineering  Draftsman. 
To:  Assistant  Mechanical  Engineer. 

Compensation  for  Class 

Annual:  $180(Mld2(>-^204(>-$2160 


TmjB  OF  Class  : 

ASSISTANT  MECHANICAL  ENGINEER 

Specifications  of  Class  1  7  /v  1 

Dnties: 

Under  specific  administrative  and  technical  direction,  to  be  req;K>nsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  mechanical  en^^eering 
organization;  to  collect  and  compile  data  for  specific  items  of  mechanical 
engineering  studies;  to  take  Immediate  charge  of  field  survey  projects  in,  or 
the  design,  inspection,  or  construction  of  minor  engineering  work ;  to  lay  out 
and  develop  work  from  specifications,  and  to  supervise  the  work  of  a  drafting 
or  computing  force;  to  conduct  specific  tests  or  investigations  of  apparatus, 
material,  or  processes ;  and  to  perform  related  work  as  required. 

Examples:  Planning  and  carrying  on  tests  on  boilers,  engines,  or  other 
mechanical  equipment  of  buildings ;  making  tests  on  structural  materials,  such 
as  steel,  wood,  or  concrete;  laying  out  heating  and  ventilating  equipment,  or 
conveying  and  elevating  machinery;  carrying  on  research  on  engineering  in- 
struments and  methods  of  test;  preparing  instruction  pamphlets;  designing 
machinery  and  special  apparatus ;  making  tests  on  internal  combustion  engines ; 
laying  out  and  developing  designs  for  shells,  depth  charges,  gun  mounts,  fire 
control  instruments,  fuses,  grenades,  mortars,  breech  mechanisms,  automatic 
and  service  rifles,  tractors  and  tank& 

Quilifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  mechanical  engineering;  not  less  than  two  years*  englQeering  experience  in 
office,  shop,  or  field ;  proven  technical  and  scientific  knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From :  Junior  Mechanical  Engineer. 

To :  Associate  Mechanical  Engineer ;  Associate  Ordnance  Engineer. 

Compensation  for  Class 

Annual:  $2400-$252a^2640-4276(>^2880-*3000 
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TmjE  OF  Class: 

ASSOCIATE  MECHANICAL  ENGINEER 


Duties: 


Specifications  of  Class  1  ^  P  ' 


To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  To  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  mechanical  engineering  organization;  (2)  to  exer- 
cise independent  engineering  Judgment  and  assume  responsibilities  in  studies 
and  computations  necessary  for  the  preparation  of  reports,  estimates,  designs, 
or  valuations;  (3)  to  have  immediate  charge  of  the  construction,  maintenance, 
or  operation  of  important  mechanical  engineering  worlds  or  projects;  (4)  to 
direct  or  to  perform  research  in  mechanical  engineering  lines;  and  to  perform 
other  related  work. 

Examples:  Planning  aod  supervising  tests  on  mechanical  equipment  of 
buildings;  designing  heating,  ventilation,  piping  and  conveying  systems,  and 
writing  speciiications  for  such  systems;  directing  a  staff  for  the  operation  ,of 
plant  equipment ;  checking  plans  and  specifications ;  planning  and  carrying  on 
research  in  the  mechanics  of  materials ;  designing  test  apparatus  and  standard- 
izing testing  methods;  supervising  aircraft  engine  tests;  preparing  industrial 
safety  codes;  designing  apparatus  and  machines. 

Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  mstitution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  mechanical  engineering ;  not  less  than  five  years'  engineering  experience, 
of-  which  at  least  one  year  shall  have  been  in  the  direction  or  perfonnance  of 
important  mechanical  engineering  work;  supervisory  or  administrative  ability, 
or  a  high  degree  of  technical  skilL 

Principal  Lines  of  Promotion 

From:  Assistant  Mechanical  Engineer. 
To :  Mechanical  Engineer. 

Compensation  for  Oass 

Annual:  $3240-$3360-|3480^$3600-^72O-$3840 


Trru:  of  Class: 
MECHANICAL  ENGINEER 

Specifications  of  Oass  1  19  »\ 

Duties:  L^fJO 

To  perform  one  or  more  of  the  followirg  functions  under  general  administra- 
tive direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  mechanical  engineering  organization;  (2) 
to  prepare  for  final  executive  action,  reports,  estimates,  designs,  and  speclflca- 
tiois;  (3)  to  have  charge  of  the  construction,  inspection,  maintenance,  and 
operation  of  mechanical  engineering  works  of  major  importance;  (4)|  to 
direct  or  to  perform  major  lines  of  mechnnlcal  engineering  research;  (5^  to 
furnish  for  executive  action,  expert  or  critical  advice  on  mechanical  engii  eer- 
ing  works,  projects,  or  policies ; — ^and  to  perform  other  related  work. 

Examples:  Having  responsible  charge  of  the  design  of  steam-power  plants, 
pumping,  refrigerating,  or  heating  and  ventilatins  equipment ;  supervlsl  g  the 
installation,  operation,  and  repair  of -nnechanical  equipment  of  large  buildings 
and  other  mechanical  projects;  supervising  rural  engi'  eerlng  projects;  having 
responsible  charge  of  research  in  mechanical  engineering  laboratories;  super- 
vising aircraft  power-plant  investigations ;  supervising  fuel  purchases  and  mak- 
irg  fuel  investigations. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
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In  mechaDlcal  engineering;  not  less  than  eight  years'  engineering  experience, 
of  which  at  least  four  years  shall  have  been  in  the  direction  or  performance 
of  important  mechanical  engineering  work;  and  proven  administrative  and 
technical  ability. 

Principal  Lines  of  Promotion 

From :  Associate  IVfechanical  Engineer. 
To :  Senior  Mechanical  Engineer. 

Compensation  for  Class 

Annual:  $4140-41320^4500-$468(HM86M5040 


Title  of  Class: 

SENIOR  MECHANICAL  ENGINEER 

Specifications  of  Qass  1424 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  mechanical  engineering  organization  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limi- 
tations imposed  by  law,  regulations  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  and  specifications,  or  for  the  con- 
struction, maintenance,  or  operation  of  large  mechanical  engineering  projects; 
(3)  to  have  full  charge  of  the  collection  and  presentation  of  data  for,  and  the 
conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  the  most  com- 
prehensive research  in  mechanical  engineering;  (5)  to  act  as  consulting  special- 
ist on  important  mechanical  engineering  projects,  policies,  or  valuations;  and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  p^pfe^ 
ably  in  mechanical  engineering;  and  not  less  than  twelve  years'  engineering 
experience,  of  which  at  least  eight  shall  have  been  in  the  direction  or  per- 
formance of  important  mechanical  engineering  work  of  a  character  to  give 
substantial  evidence  of  engineering  knowledge  and  ability,  or  of  executive 
capacity,  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Mechanical  Engineer;  Ordnance  Engineer. 

Compensation  for  Class 


MINING  ENGINEERING 


1425 


Title  of  Class  : 

MINING  ENGINEERING  AID 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  in  an 
organization  engaged  In  mining  or  petroleum  engineering;  and  to  perform 
related  work  as  required. 

Examples :  Recording  or  computing  simple  data  in  the  field  or  office ;  operat- 
ing or  caring  for  engineering  instruments;  compiling  simple  statistics;  pre- 
paring simple  drawings  and  charts. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years'  experience  in  mining  or  petroleum  engineering 
work. 
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Principal  Lines  of  Promotion 

From:  Junior  Engineering  Aid. 

To :  Junior  Mining  Engineer ;  Junior  Petroleum  Engineer. 

Compensation  for  Class 
Annual:  $120(K1820-$1440-41d6a41680-^1800 


Tttte  of  Class  : 

JUNIOR  MINING  ENGINEER 

Specifications  of  Oass  x  4  /w  U 

Dnties: 

Under  immediate  supervision,  to  perform  routine  tests  and  assigned  mining 
engineering  work ;  and  to  perform  related  work  as  required. 

Examples:  Taking  mine  samples;  assisting  in  examining  mines;  doing 
assigned  work  in  mining  engineering. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  mining  engineering. 

Principal  Lines  of  Promotion 

From:  Mining  Engineering  Aid. 
To:  Assistant  Mining  Engineer. 

Compensation  for  Class 

Annual:  $180(M1920^2040-$2160 


Title  of  Class: 

ASSISTANT  MINING  ENGINEER  ^ 

Specifications  of  Class  ±tC  i 

Dnties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  mining  engineering  or- 
ganization; to  collect  and  compile  data  for  mining  investigations  or  studies; 
to  take  immediate  charge  of  mine  rescue  parties,  or  the  design,  inspection, 
or  construction,  of  minor  mine  engineering  work ;  to  conduct  specific  scientific 
or  technical  experiments  or  investigations  dealing  with  apparatus,  materials, 
or  processes,  used  in  mining;  to  assist  in  the  preparation  of  reports  for  pub- 
lication ;  and  to  perform  related  work  as  required. 

E^xamples :  Having  charge  of  rescue  work  in  mine  disasters ;  taking  samples 
of  ores,  coal,  mine  gases,  explosives,  or  dusts,  etc.;  testing  apparatus,  proc- 
esses, and  explosives;  collecting  data  regarding  mines;  making  mine  investi- 
gations of  minor  importance. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  mining  engineering,  and  not  less  tBan  two  years*  experience  in  mining 
en^neering  work  in  office,  plant  or  mine ;  proven  technical  and  scientific  knowl- 
edge and  proficiency. 

Principal  Lines  of  Promotion 

From :  Junior  Mining  Engineer. 
To :  Associate  Mining  Engineer. 

Compensation  for  Class 

Annual:  $240(>-|252(K2640-$2760=-$2880-$3000 
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Tttlb  of  Glass: 

ASSOCIATE  MINING  ENGINEER 

Specifications  of  Class  1 4  ^  O 

Duties: 

To  perform  one  or  more  of  the  following  functions,  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  mining  engineering  organization;  (2)  to  exercise 
independent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports  for  publication,  esti- 
mates, designs,  or  valuations;  (3)  to  have  immediate  charge  of  the  construc- 
tion, maintenance,  or  operation  of  important  mining  engineering  works  or 
projects ; — ^and  to  perform  other  related  work. 

Examples:  Carrying  on  general  mining  engineering,  valuation,  research,  or 
safety  work  in  connection  with  coal  mining,  metalliferous,  or  nonmetalllferoos 
mining. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  mining  engineering ;  not  less  than  five  years'  mining  engineering  experi- 
ence, of  which  at  least  one  year  shall  have  been  in  the  direction  or  perform- 
ance of  important  mining  engineering  work;  supervisory  or  administrative 
ability,  or  a  high  degree  of  theoretical  and  technical  knowledge  and  skill ;  and 
ability  to  prepare  reports  for  publication. 

Principal  Lines  of  Promotion 

From:  Assistant  Mining  Engineer. 
To:  Mining  Engineer. 

Compensation  for  Class 

Annual:  $824(>-$33e0-$348O-|3600-^372O-$3840 


Title  of  Class  : 
MINING  ENGINEER 

Specifications  of  Qass  112^) 

Duties:  it^^' 

To  perform  one  or  more  of  the  following  functions,  under  general  administra- 
tive direction  : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute,  poli- 
cies for  a  major  subdivision  of  a  mining  engineering  organization;  (2)  to  pre- 
pare for  final  executive  action,  reports  for  publication,  estimates,  specifications, 
designs,  and  valuation  studies  and  data;  (3)  to  have  charge  of  the  construc- 
tion, inspection,  maintenance,  and  operation  of  mining  engineering  work  of  major 
importance;  (4)  to  direct  or  to  perform  major  lines  of  mining  engineering 
research;  (5)  to  furnish  for  executive  action,  expert  or  critical  advice  on 
mining  engineering  work,  projects,  or  policies; — and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with,  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering  or  allied 
sciences,  preferably  In  mining  engineering ;  not  less  than  eight  years*  engineering 
experience,  of  which  at  least  four  years  shall  have  been  In  the  direction  or 
performance  of  Important  mining  •engineering  work  or  scientific  research ; 
proven  administrative  and  technical  ability ;  and  ability  to  prepare  reports  for 
publication. 

Principal  Lines  of  Promotion 

From :  Associate  Mining  Engineer. 
To :  Senior  Mining  En^neer. 

Compensation  for  Class 

Annual:  $4140-$4320-$450a-^68(>-$4860-45040 
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Tttlb  of  Class  : 

SENIOR  MINING  ENGINEER 

Specifications  of  Qass  ^  dP^t) 

Duties:  L^O\J 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  admin- 
istrative charge  of  a  mining  engineering  organization,  or  of  a  main  division 
thereof,  am]  to  determine  or  execute  general  policies  under  the  limitations 
imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible 
for  reports,  estimates,  desigus,  specifications,  and  data,  or  for  the  construction, 
maintenance,  and  operation  of  large  mining  engineering  projects;  (8)  to  have 
full  charge  of  the  collection,  presentation  of  data  for,  and  the  conduct  of  valua- 
tion proceedings;  (4)  to  direct  or  to  perform  the  most  comprehensive  lines  of 
engineering  research;  (5)  to  act  as  consulting  specialist  on  important  engineer- 
ing projects,  policies,  or  valuations; — and  to  perform  other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering  or  allied 
sciences,  preferably  in  mining  engineering;  and  not  less  than  12  years'  engi- 
neering experience,  of  which  at  least  8  years  shall  have  been  in  the  direction 
or  performance  of  mining  engineering  work  of  a  character  to  give  substantial 
evidence  of  engineering  knowledge  and  ability,  or  of  executive  capacity,  of  the 
highest  order. 

Principal  Lines  of  Promotion 

From :  Mining  Engineer. 

To :  Director,  Bureau  of  Mines. 

Compensation  for  Class 

•    •    • 


1431 


Tttlb  of  Class  : 

DIRECTOR,  BUREAU  OF  MINES 

Specifications  of  Class 
Duties: 

To  serve  as  chief  executive  ofllcer  of  the  Bureau  of  Mines ;  to  direct  the  con- 
duct of  scientific  and  technological  Investigations  concerning  mining,  the  prep- 
aration, treatment,  and  utilization  of  mineral  substances,  the  improving  of 
health  conditions,  safety,  efilciency,  economic  development,  and  the  conserva- 
tion of  resources  in  the  mineral  industries;  to  supervise  inquiries  into  the 
economic  conditions  affecting  these  industries;  to  direct  inve8tlgatl<»n9  of  ex- 
plosives and  peat  and  of  the  mineral  fuels  and  unfinished  mineral  products  of  the 
United  States,  with  reference  to  efficient  mining,  preparation,  treatment,  and 
use;  to  disseminate  information  concerning  these  subjects;  and  to  perform 
other  related  work. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  mining  engineering ; 
extended  experlen<ie  of  which  at  least  eight  years  shall  have  been  of  a  character 
to  give  substantial  evidence  of  knowledge  and  ability  and  of  executive  capacity 
of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Senior  Mining  Engineer. 

Compensation  for  Class 
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NAUTICAL  ENGINEBRING 

TiTLK  OF  Glass  :  ' 

JUNIOR  NAUTICAL  ENGINEER 

Spedfications  of  CkuM  1432 

Duties: 

Under  immediate  supervision,  to  plot  bearings  and  distances  of  lights  and 
other  objects  at  sea  and  to  examine  and  verify  reports  regarding  them;  to 
correct  by  hand,  navigators'  charts,  lists  of  lights,  and  sailing  directions  from 
verified  information;  to  read  proof  sheets  of  technical  nautical  books;  and  to 
perform  related  work  as  required. 

Examples :  Revising  by  hand  books  of  sailing  directions  or  so-called  "  Pilots," 
lists  of  lights,  or  navigators'  charts  from  the  information  received  since  its 
issue. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  the  United  States 
Naval  Academy,  the  Coast  Guard  Academy,  or  a  State  School  Ship ;  or  gradua- 
tion with  a  degree  from  an  institution  of  recognized  standing  and  three  years' 
deck  duty  on  ocean  going  vessela 

Priucipal  Lines  of  Promotion 

To:  Assistant  Nautical  Engineer. 

Compensation  for  Class 
Annual:  $180(M192(K$2O4O-$216O 


Title  of  Class: 

ASSISTANT  NAUTICAL  ENGINEER 

0 

Specifications  of  Qaaa  1  4  3  o 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  nautical  engineering  organi- 
zation; to  collect  and  compile  nautical  technical  information  relating  to 
oceanography,  hydrography,  and  navigational  data;  to  determine  and  select 
for  vessels  of  the  Navy  and  the  Merchant  Marine  their  proper  outfits  of  charts, 
manuals,  tables,  pilots,  and  other  hydrographic,  nieteorologic,  and  navigational 
publications ;  and  to  perform  related  work  as  required. 

Examples:  Assisting  in  editing  books  of  sailing  directions,  or  "Pilots,"  for 
deep-sea  navigable  waters  of  the  world,  light  lists  of  the  world,  and  the  "  Notice 
to  Mariners  " ;  collecting  and  compiling  data  relating  to  lighting  and  buoyage  of 
coasts  and  harbors ;  answering  inquiries  from  navigators  and  shippers. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  the  United 
States  Naval  Academy,  the  Coast  Guard  Academy,  or  a  State  School  Ship,  or  by 
graduation  with  a  degree  from  an  institution  of  recognized  standing,  and  three 
years'  deck  duty  on  ocean-going  vessels ;  not  less  than  two  years'  experience  In 
nautical  engineering  work  in  ofiice  or  field;  proven  technical  knowledge  and 
proficiency. 

LinM  of  Promotioii 


From:  Junior  Nautical  Engineer. 
To:  Associate  Nautical  Engineer. 

Compensation  for  Class 

Annual:  $240O-$252O-$264M27ea-$2880-$a000 
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TivM  or  Glass  : 

ASSOCIATE  NAUTICAL  ENGINEER 

Specifications  of  Class  1  /f  o 

Duties:  1404 

To  perform  one  or  more  of  the  following  functionn  under  general  adminis- 
trative and  technical  direction: — (1)  To  be  In  responsible  charge  of  an  Inter- 
mediate subdiTision  of  a  nautical  engineering  organization;  (2)  to  assume 
responsibilities  in  studies  and  computations  necessary  for  the  preparation  of 
reirorts,  estimates,  or  studies  in  oceanography,  hydrography,  and  navigation; 
(3)  to  have  immediate  charge  of  the  collection  of  nautical  technical  informa- 
tion; (4)  to  compile,  discuss,  and  prepare  material  for  publication  and  to  assist 
with  correspondence  and  the  translation  of  foreign  languages;  (5)  to  direct 
or  to  perform  important  nautical  engineering  research ; — and  to  perform  other 
related  work. 

Sxamples :  Editing  books  of  sailing  directions,  or  "  Pilots,"  for  all  deep-sea 
navigable  waters  of  the  world,  light  lists  of  the*  world,  the  International  Code, 
and  special  navigational  charts,  such  as  the  Pilot  Charts  relating  to  best  routes, 
winds,  currents,  storms,  fogs,  icebergs,  port  facilities,  oceanographic  and  hydro- 
graphic  phenomena,  and  methods  of  navigation ;  writing  "  Notices  to  Mariners," 
regarding  lights,  buoys,  anchorages,  pilotage,  newly  discovered  dangers  to 
navigation,  and  other  facts  bearing  upon  safe  and  speedy  navigation ;  computing 
distances  and  best  navigable  routes,  and  distances  and  bearing  between  radio 
towers;  solving  astronomical  problems  In  navigation  and  aviation;  computing 
altitudes  and  azimuths  of  heavenly  boc^es  for  navigators'  manuals;  revising 
navigators'  mathematical  tables  and  manuals,  and  magnetic  values  on  the 
navigators'  charts. 

Qnalillcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  the  United  States 
Naval  Academy,  the  Coast  Guard  Academy,  or  a  State  School  Ship;  or  by 
graduation  with  a  degree  from  an  institution  of  recognized  standing  and  three 
years'  deck  duty  on  ocean-going  vessels;  not  less  than  five  years*  nautical 
engineering  experience,  of  which  at  least  one  year  shall  have  been  in  the  direc- 
tion or  performance  of  important  nautical  en^^^ineering  work;  supervisory  or 
administrative  ability,  or  a  high  degree  of  technical  skill. 

Principal  lines  of  Promotion 

From:  Assistant  Nautical  Engineer. 
To:  Nautical  ESnglneer. 

Compensation  for  Class 

Annual:  $324O-$336O-$348(>-$360O-$3720-$3840 


TnxB  OF  Class  : 
NAUTICAL  ENGINEER 

Specifications  of  Oass  ^  a  t\  »^ 

Dnties:  1  4  O  0 

To  perform  one  or  more  of  the  following  functions  under  general  administra- 
tive direction: — (1)  To  have  responsible  charge  of,  and  to  Initiate  or  execute 
policies  for  a  major  subdivision  of  a  nautical  engineering  organization ;  (2)  to 
prepare  for  final  executive  action,  reports,  estimates,  studies,  and  data  relative 
to  oceanography,  hydrography,  and  navigation;  (3)  to  direct  or  perform  re- 
search in  oceanography,  hydrography,  and  navigation ;  (4>  to  furnish  for  ex- 
ecutive action,  expert  advice  on  nautical  engineering  work,  projects,  or  poli- 
cies ; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  the  United  States 
Naval  Academy,  the  Coast  Guard  Academy,  or  a  State  School  Ship,  or  by  gradua- 
tion with  a  degree  from  an  Institution  of  recognized  standing  and  three  years' 
deck  duty  on  ocean-going  vessels,  not  less  than  eight  years*  nautical  engineer- 
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ing  experience,  of  which  at  least  four  years  shall  have  been  in  the«  direction  or 
performance  of  Important  nautical  engineering  work ;  proven  adminlstratiye  and 
technical  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Nautical  Engineer. 

Compensation  for  Oaas 

Annual:  $4140-$432(>-^450(^$4680-$4860-^5040 


NAVAL  ARCHITECTURB. 


TnxE  OF  Glass  : 
SHIP  DRAFTSMAN 


1430 


Specifications  of  Gass  1  4  O  U 

Duties: 

To  perform,  under  immediate  supervision,  minor  technical  work  In  an  organi- 
zation engaged  in 'naval  architectural  work;  and  to  perform  related  work  as 
required. 

Examples:  Doing  minor  drafting,  sketching,  and  tracing;  compiling  data; 
computing  weights ;  filing  drawings. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years*  experience  in  drafting  or  copyist  work  or  in  ship  constrac- 
tion;  familiarity  with  the  use  of  the  slide  rule;  ability  to  do  lettering  and 
drafting,  and  to  make  simple  computations. 

Principal  Lines  of  Promotion 

Prom :  Copyist  Draftsman. 
To :  Junior  Naval  Architect 

Compensation  for  Class 

Annual:  $1200-$182(>-fl440-|15e0-$1680-¥1800 


143 


Title  of  Class: 

JUNIOR  NAVAL  ARCHITECT 

Specifications  of  Class 
Duties: 

Under  immediate  supervision,  to  design  the  details  of  the  structure  and 
fittings  of  ships,  In  accordance  with  data  and  instructions  furnished;  and  to 
perform  related  work  as  required. 

Examples:  Making  and  checking  computations;  designing  minor  details; 
making  working  drawings;  writing  minor  specifications;  compiling  ship  data; 
handling  minor  routine  technical  correspondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prete^ 
ably  in  naval  architecture. 

Principal  Lines  of  Promotion 

From:  Ship  Draftsman. 

To:  Assistant  Naval  Architect 

Compensation  for  Class 

Annual:  $180(>-fl920^204O-|2160 


I 
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TiTLB  OF  Glass: 

ASSISTANT  NAVAL  ARCHITECT 

Spedficatioiis  of  Gass  1  /I  O  G 

Duties:  I  4  O  O 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  snbdivlsion  of  a  naval  architectural  or« 
ganlzation ;  to  collect  and  compile  data  for  specific  items  of  naval  architectural 
studies;  to  lay  out  and  develop  the  structure  or  fittings  of  ships  and  to  make 
the  usual  calculations  required  In  ship  design;  to  conduct  specific  tests  or 
investigations  of  apparatus,  material,  or  processes ;  and  to  perform  related  work 
as  required. 

Sxamples:  Designing  and  detailing  structural  parts  of  ships,  ship  fittings, 
ventilation,  oil  and  water  systems,  or  mechanical  equipment;  writing  specific 
cations;  making  weight,  stability,  and  strength  calculations;  checking  plana 
and  specifications;  handling  routine  technical  correspondence. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  with  major  work  in  engineering,  preferably 
in  naval  architecture;  not  less  than  two  years*  experience  in  ship 'design  or 
construction;  proven  technical  knowledge  and  proficiency. 

Principal  Lines  of  Promotton 

From:  Junior  Naval  Architect 
To:  Associate  Naval  Architect 

Compensation  for  Class 

Annual:  $?40M2520-4264M276(>-$2880-$3000 


TiixE  OF  Class: 

ASSOCIATE  NAVAL  ARCHITECT 

Specifications  of  Class  i  ^O  •' 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  To  be  in  responsible  charge  of  an,  Inter- 
mediate subdivision  of  a  naval  architectural  organization;  (2)  to  exercise 
independent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  designs,  tech- 
nical correspondence,  or  valuations;  (3)  to  have  immediate  charge  of  a  par- 
ticular class  of  work  on  one  or  more  vessels,  or  other  comparable  supervisory 
work;  (4)  to  direct  or  to  perform  important  lines  of  naval  architectural  re- 
search ; — and  to  perform  other  related  work. 

Examples:  Supervising  the  technical  work  required  in  the  planning  and 
designing  of  ships  and  their  equipment  and  fittings;  making  calculations  and 
writing  specifications;  handling  technical  correspondence. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation,  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  naval  architecture;  not  less  than  five  years'  experience  in  ship  design 
or  construction,  of  which  at  least  one  year  shall  have  been  In  the  direction  or 
performance  of  important  naval  architectural  work;  supervisory  or  adminis- 
trative ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

From:  Assistant  Naval  Architect 
To:  Naval  Architect 

Compensation  for  Class 

Annual:  $324(>-«33dO-^3480-$3600-^720-$3840 


672  BECOliASSIFICATIOK  COMMISSION  BBPOBT — ^PABT  IL 

TmjB  OF  Clasb: 
NAVAL  ARCHITECT 

SpedficatkiM  of  CUum  1440 

Datiea: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  To  have  responsible  diarge  of,  and  to  Initiate  or  execute 
policies  for  a  major  subdivision  of  a  naval  architectural  organization;  (2)  to 
prepare  for  final  executive  action^  reports,  estimates,  specifications,  dest^ms, 
valuation  studies  and  data;  (3)  to  have  charge  of  the  design,  construction, 
inspection,  or  maintenance  of  ships  either  of  a  type  or  of  various  types;  (4)  to 
direct  or  to  perform  major  lines  of  naval  architectural  research,  preliminary 
or  basic  design;  (5)  to  .furnish  for  executive  action,  expert  or  critical  advice  on 
naval  architectural  work,  projects,  or  policies; — and  to  perform  other  related 
work. 

Qnalillcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognised  standing,  with  major  work  in  engineering,  prefer- 
ably in  naval  architecture;  not  less  than  eight  years*  engineering  experience, 
of  which  at  least  four  years  shall  have  been  in  the  direction  or  performance 
of  important  naval  architectural  work;  proven  administrative  and  technical 
ability. 

Principal  Lines  of  Promotion 

Prom :  Associate  Naval  Architect. 
To :  Senior  Naval  Architect 

Compensation  for  Class 

Annual :  $414(^$432(>-^45aM468a-^480»-^5O4O 


Title  of  Ciass: 

SENIOR  NAVAL  ARCHITECT 

Specifications  of  Class  1  44'  I 

Dnties; 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  naval  architectural  organization,  or  of  a  main  di- 
vision thereof,  and  to  determine  or  execute  general  policies  under  the  limita- 
tions imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  specifications,  and  data,  or  for  the 
construction  or  maintenance  of  large  merchant  or  naval  fieets,  including  aux- 
iliaries and  naval  aircraft;  (3)  to  have  full  charge  of  the  collection  and  presen- 
tation of  data  for,  and  the  conduct  of  valuation  proceedings;  (4)  to  direct  or 
to  perform  the  most  comprehensive  lines  of  naval  architectural  research ;  (5) 
to  act  as  consulting  specialist  on  Important  naval  architectural  projects,  poli- 
cies, or  valuations ; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering,  preferably 
in  naval  architecture ;  and  not  less  than  twelve  years'  engineering  experience,  of 
which  at  least  eight  years  shall  have  been  in  the  direction  or  performance  of 
important  naval  architectural  work  of  a  character  to  give  substantial  evidence 
of  naval  architectural  knowledge  and  ability,  or  of  executive  capacity  of  the 
highest  order. 

Principal  Lines  of  Promotion 

Prom :  Naval  Architect 

To:  Supervising  Inspector  General,  Steamboat-Inspection  Service. 

Compensation  for  Class 
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ORDNANGB  ENGINBBRING 


Title  or  Class: 

ASSOCIATE  ORDNANCE  ENGINEER 

SpeciilcatioiiB  of  CUum  i  AAi^t 

Dnties:  iTHt^^ 

To  perform  one  or  more  of  the  following  functions  under  general  admlnls* 
tratlve  and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  an  ordnance  engineering  organization ;  (2)  to  exercise 
indei)endent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  and  designs; 
(3)  to  have  immediate  charge  of  the  construction,  maintenance,  or  operation  of 
iniix)rtant  ordnance  engineering  works  or  designs;  (4)  to  direct  or  to  perform 
imix>rtant  engineering  research  and  designs;  and  to  perform  other  related 
work. 

Examples:  Designing  gun  carriages,  "caterpillar"  artillery,  cannon,  ammu- 
nition, mines,  or  torpedoes ;  supervising  the  making  of  complete  working  draw- 
ings and  details  for  such  work ;  writing  specifications ;  checking  specifications, 
contracts,  and  purchase  orders ;  inspecting  ordnance  materials  and  construction ; 
handling  technical  correspondence. 

QaalificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering,  prefer- 
ably in  mechanical  engineering;  five  years'  experience  in  mechanical  engineer- 
ing, at  least  one  year  of  which  shall  have  been  in  responsible  ordnance  work; 
ability  to  perform  the  highest  grade  of  ordnance  drafting;  and  proven  super- 
▼Iflory  ability. 

Prineipal  Lines  of  Promotton 

From:  Assistant  Mechanical  Engineer. 
To:  Ordnance  Engineer. 

Compensation  for  Class 

Annual:  $3240-$3d6(>-$3480-$3600-$3720-$3840 


TrruB  OF  Clabb  : 
ORDNANCE  ENGINEER 

Specifications  of  Class  A  AA'X 

Duties:  1^4:0 

To  perform ^ne  or  more  of  the  following  functions: — (1)  under  general  ad- 
ministrative direction,  to  have  responsible  charge  of  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  an  ordnance 'engineering  organization;  (2) 
to  prepare  for  final  executive  action,  reports,  estimates,  specifications  and  de- 
signs, and  data ;  (3)  to  have  charge  of  the  construction,  inspection,  maintenance 
and  operation  of  ordnance  engineering  projects  or  designs  of  major  importance ; 
(4)  to  direct  or  perform  major  lines  of  ordnance  engineering  research;  (5)  to 
furnish  for  executive  action  expert  or  critical  advice  on  ordnance  engineering 
works,  projects  or  policies ; — and  to  perform  other  related  work. 

Examples:  Exercising  responsibility  for  the  proper  execution  of  plans  and 
iH)ecifications,  calculation  and  estimate  of  cost  for  gun-carriages,  cannon,  am- 
munition, mines,  or  torpedoes,  supervising  the  manufacture  and  testing  of 
experimental  ordnance  models,  and  the  inspection  of  ordnance  materials  and 
construction;  handling  technical  correspondence;  carrying  on  personnel  work 
and  ofllce  management. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with. major  work  in  engineering,  preferably 
In  mechanical  engineering ;  not  less  than  eight  years*  engineering  experience,  of 
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which  at  least  four  years  shall  have  been  in  the  direction  or  performance  of 
important  ordnance  work ;  and  proven  administrative  and  technical  ability. 

Prindiwl  Lines  of  Promotton 

From :  Associate  Ordnance  Engineer. 
To:  Senior  Mechanical  Engineer. 

Compensation  for  Class 

Annual:  $414O-4482(K-^450M468O-$48e0-$6040 


PETROLEUM  ENGINEERING 


TiTLB  OP  CLAta : 

JUNIOR  PETROLEUM  BNGINEEft 

SpedficationB  of  Class  1444 

Duties:  'T 

Under  immediate  supervision  to  perform  routine  tests  and  assigned  petroleum 
work ;  and  to  perform  related  work  as  required. 

Examples:  Taking  formation  samples  from  well  drillings;  collecting  data; 
assisting  in  examining  oil  fields ;  doing  assigned  office  or  field  work  in  petroleum 
investigations. 

Qaalificatiomi: 

Training  equivalent  io  that  represented  by  graduation,  with  a  degree,  fnxn 
an  institution  of  recognized  standing,  with  major  work  in  eng^ineering  and 
preferably  in  petroleum  engineering. 

Principal  lines  of  Promotion 

From :  Mining  Engineering  Aid. 
To :  Assistant  Petroleum  Engineer. 

Compensation  for  Class 

Annual:  $180(M1920^2040L-$2ieO  ^ 


TriLE  OF  Class: 

ASSISTANT  PETROLEUM  ENGINEER 

Specifications  of  Class  1  4  4 1> 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  petroleum  engineering 
organization;  to  collect  and  compile  data  for  specific  petroleum  engineering 
studies;  to  take  immediate  charge  of  field  survey  projects  or  the  design,  in- 
spection, or  construction  of  minor  petroleum  engineering  work ;  to  lay  out  and 
develop  work  from  specifications ;  to  conduct  specific  tests  or  investigations  of 
apparatus,  material,  or  processes;  and  to  perform  related  work  as  required. 

Examples:  Making  engineering  tests  or  investigations  and  collecting  oil 
field  data;  making  studies  in  petroleum  technology. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation,  with  a  degree,  from 
an  institution  of  r'ecognized  standing,  with  major  work  in  engineering  or 
allied  sciences  preferably  in  petroleum  engineering,  not  less  than  two  years' 
experience  in  petroleum  engineering  work  in  office  or  field;  proven  technical 
knowledge  and  proficiency. 

Principal  Lines  of  Promotion 

From:  Junior  Petroleum  Engineer. 
To :  Associate  Petroleum  Engineer. 

Compensation  for  Class 

Annual :  $2400-|2520-$2640-^$276(>-$2880-$3000 
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Title  of  Ci^ss: 

ASSOCIATE  PETROLEUM  ENGINEER 

Specifications  of  Class  i  A  A  i* 

Duties:  I44b 

To  perform  one  or  more  of  the  following  functions  under  general  admlnis- 
tratiye  and  technical  direction: — (1)  to  be  In  responsible  charge  of  an  inter- 
mediate subdivision  of  a  petroleum  engineering  organization;  (2)  to  exercise 
Independent  engineering  judgment  and  ajssume  responsibilities  in  studies  and 
cempfttatSons  necessary  for  the  preparation  of  reports  for  publication,  esti- 
mates, designs,  or  valuations;  (3)  to  have  immediate  charge  of  the  construc- 
tion, nndJuteBance,  or  operation  of  important  'petroleum  engineering  wortcs  or 
projerts;  (4>  to  direct  or  to  perform  important  lines  of  petroleum  research; — 
and  to  perform  other  related  worlc. 

BxampleB:  Carrying  on  general  or  specialized  petroleum  engineering,  valua- 
tion, or  research  In  connection  with  petroleum  and  related  matters. 

Qualifications:  ' 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering  or  allied 
sciences,  preferably  in  petroleum  engineering ;  not  less  than  five  years'  general 
engineering  experience,  of  which  at  least  one  year  shall  have  been  in  the 
directlcHi  or  performance  of  important  petroleum  engineering  work;  super- 
visory or  administrative  ability,  or  a  high  degree  of  technical  skill ;  and  ability 
to  prepare  reports  for  publication. 

Priacipal  Linae  of  Promotion 

From :  Assistant  Petroleum  Engineer. 
To:  Petroleum  Engineer. 

Compensation  for  Class 

Annual:  $324O-$336O-$34S0-^360O^72O-93840 


TmjE  OF  Class  : 
PETROLEUM  ENGINEER 

Specifications  of  Class  1  J.  J.  7 

Duties:  I*!**  I 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  petroleum  engineering  organization;  (2) 
to  prepare  for  final  executive  action,  reports  for  publication,  estimates,  specifica- 
tions, designs,  and  valuation  studies  and  data;  (3)  to  have  charge  of  the  con- 
struction. Inspection,  maintenance,  and  operation  of  petroleum  engineering 
works  of  major  importance;  (4)  to  direct  or  to  perform  major  lines  of  petro- 
leum engineering  research;  (5)  to  furnish  for  executive  action,  exi)ert  or 
critical  advice  cm  i)etroleuni  engineering  works,  projects,  or  policies; — and  to 
jierform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  engineering  or 
allied  sciences,  preferably  in  petroleum  ^igineering;  not  less  than  eight  years' 
general  engineering  experience,  of  which  at  least  four  years  shall  have  been 
in  the  direction  or  performance  of  important  petroleum  engineering  work; 
proven  administrative  and  technical  ability;  and  ability  to  prepare  reports 
for  publication. 

Principal  Lines  of  Promotion 

From :  Associate  Petroleum  Engineer.  ' 

To :  Senior  Petroleum  Engineer. 

Compensation  for  Class 

Annual:  $4140-$4320-445a0-$4680-$4860-$5040 
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Title  of  Olajss  : 

SENIOR  PETROLEUM  ENGINEER 

Spedflcations  of  CUum  1448 

Duties: 

To  perform  one  or  more  of  the  following  fanctlons: — (1)  to  haye  chief  ad- 
ministrative charge  of  a  petroleum  engineering  organization,  or  of  a  nmia 
rlivision  thereof,  and  to  determine  or  execute  general  policies  imder  the  limita- 
tions imix>sed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be 
responsible  for  reports,  estimates,  designs,  specifications,  and  data,  or  for  the 
construction,  maintenance,  and  operation  of  large  petroleum  engineering  proj- 
ects; (3)  to  have  full  charge  of  the  collection,  presentation  of  data  for,  and 
the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  the  most 
comprehensive  lines  of  engineering  research;  (5)  to  act  as  consulting  specialist 
on  Important  engineering  projects,  policies,  or  valuations; — and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  kraduatlQU  with  a  d^pree  from 
an  institution  of  recognized  standing,  with  major  work  to  engineering  or 
allied  sciences,  preferably  in  petroleum  engineering;  and  not  less  than  12 
years'  engineering  experience,  of  which  at  least  eight  years  shall  have  been 
in  the  direction  or  performance  of  petroleum  engineering  work  of  a  character 
to  give  substantial  evidence  of  engineering  knowledge  and  ability,,  or  of 
live  capacity,  of  the  highest  order. 


Prineipal  Lines  of  Promotioii 

From :  Petroleum  Engineer. 

Compensation  for  Class 


RADIO  ENGINEERING 


Title  of  Class  : 

ASSISTANT  RADIO  ENGINEER  1  i  J  () 

Specifications  of  Class  * 

Duties: 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  radio  engineering  organi- 
zation :  to  collect  and  compile  data  for  specific  items  of  engineering  studies ;  to 
take  immediate  charge  of  field  tests  or  the  design,  inspection,  or  constmctioQ 
of  minor  radio  projects;  to  lay  out  and  develop  work  from  specifications,  and 
to  supervise  the  work  of  a  drafting  or  computing  force ;  to  conduct  ^)eclfic  tests 
or  investigations  of  apparatus,  material,  or  processes;  and  to  perform  related 
work  as  required. 

Examples:  Planning,  supervising,  and  performing  specified  tests  and  meas- 
urements; designing  radio  apparatus  and  instruments,  including  transmitting 
systems  of  the  spark,  arc,  alternator,  electron  tube  types,  and  special  apparatus 
<«ioh  as  condensers,  Inductors,  wavemeters,  amplifiers  and  direction  finders; 
-**rforming  general  laboratory  or  field  research  work  on  electron  tubes,  proper- 
ties of  waves,  instruments,  and  antenna  systems,  or  on  the  use  of  high-fre- 
quency currents  on  line  conductors ;  installing  radio  apparatus  on  ship,  aircraft 
and  land  stations;  compiling  and  preparing  clear  and  concise  engineering  re- 
ports on  radio  inspection,  testing,  and  research  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering  or  physics, 
preferably  specializing  in  electrical  or  radio  work;  not  less  than  two  years* 
experience  in  radio  work  in  laboratory  or  field;  proven  technical  knowledge 
and  proficiency. 
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PxindiMil  Lines  of  Promotioii 

From :  Junior  Electrical  Engineer. 
To:  Associate  Radio  Egineer. 

CompeiiBatioii  for  Class 

Annua) :  $24O0-$252a-$2d4O-$276(M288(M(a000 


Trru:  or  Class: 

ASSOCIATE  RADIO  ENGINEER 

Specifications  of  Class  1  A^H 

Dnties:  -^**«JU 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  radio  engineering  organization;  (2)  to  exercise  inde- 
pendent engineering  judgment  and  assume  responsibilities  in  studies  and  com- 
putations necessary  for  the  preparation  of  reports,  estimates,  designs,  or  valu- 
ations; (3)  to  handle  technical  correspondence  and  to  direct  inspection  work; 
(4)  to  have  immediate  charge  of  the  construction,  maintenance,  or  operation 
of  important  radio  engineering  works  or  projects;  (5)  to  direct  or  to  perform 
important  lines  of  radio  research ; — and  to  perform  other  related  work. 

Examples :  Planning  and  administering  general  radio  investigations,  surveys, 
and  tests ;  directing  the  general  design  and  installation  of  radio  apparatus ;  pre- 
paring cost  estimates  and  valuation  reports  on  radio  installations;  conducting 
ppecialized  research  in  various  branches  of  radio  engineering,  such  as  electron 
tubes,  amplifiers,  radiotelephone  and  radiotelegraph  systems,  properties  of 
waves,  instruments,  and  materials  at  radio  frequencies,  directional  reception 
and  transmission,  use  of  high-frequency  currents  on  line  conductors,  or  methods 
of  measurement. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  engineering  or  physics, 
preferably  specializing  in  electrical  or  radio  work;  not  less  than  five  years* 
engineering  experience,  of  which  at  least  three  years  shall  have  been  in  radio 
work,  and  at  least  one  year  shall  have  been  in  responsible  charge  of  radio  engi- 
neering work;  supervisory  or  administrative  ability,  or  a  high  degree  of  tech- 
nical skill. 

Principal  Lines  of  Promotion 

From:  Assistant  Radio  ESngineer. 
To:  Radio  Engineer. 

Compensation  for  Class 

Annual:  $3240-$3360-$348(>-$360(>-$372a-$3840 


TnxE  OF  Class: 

RADIO  ENGINEER  1  /I  r  * 

Specifications  of  Class  1  4  < J  1 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  admin- 
istrative direction: — (1)  to  have  responsible  charge  of,  and  to  initiate  or 
execute  policies  for  a  major  subdivision  of  a  radio  engineering  organization, 
(2)  to  prepare  for  final  executive  action,  reports,  estimates,  specifications, 
designs,  and  valuation  studies  and  data;  (3)  to  have  charge  of  the  construc- 
tion, inspection,  maintenance,  and  operation  of  radio  engineering  works  of 
major  importance;  (4)  to  direct  or  to  i)erform  major  lines  of  radio  research: 
to  furnish  for  executive  action,  expert  or  critical  advice  on  radio  engineering 
works,  projects,  or  policies ; — and  to  perform  other  related  work. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  engineering  or 
physics,  preferably  specializing  in  electrical  or  radio  work;  not  less  than  eight 
years'  engineering  experience,  of  which  not  less  than  four  years  shall  have 
been  in  the  direction  or  performance  of  important  radio  engineering  work; 
large  capacity  and  proven  ability. 

Principal  Lines  of  Promotion 

From:  Associate  Radio  Engineer. 
To:  Senior  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $4140-$4320-$4500-$4680-$4860-$5040 


STRUCTURAL  ENGINEERING 

Title  of  Class  : 

ASSISTANT  STRUCTURAL  ENGINEER  14^*/ 

Specifications  of  Class 
Duties: 

Under  specific  adminLstrative  and  technical  direction,  to  l>e  responsible  for 
the  conduct  of  Ihe  work  of  a  minor  subdivision  of  a  structural  engineering 
organization;  to  collect  and  compile  data  for  specific  Items  of  structural  csi- 
Sineering  studies;  to  take  immediate  charge  of  field  survey  projects  in,  or 
of  the  design,  inspection,  and  construction  of  minor  structural  engineering 
work;  to  lay  out  and  devedop  work  from  specifications,  and  to  supervise  the 
work  of  a  drafting  or  computing  force ;  to  conduct  specific  tests  or  InveBtigstions 
of  apparatus,  material,  or  processes ;  and  to  perform  related  work  as  required. 

Examples:  Making  location  surveys;  testing  for  foundations;  taking  sound- 
ings; preparing  field  data;  designing  structural  details;  prepariui:  workisg 
drawings;  computing  stresses  and  proportions  of  members;  making  compata- 
tions  for  all  classes  of  structures ;  writing  specifications ;  checking  contractor's 
working  drawings ;  inspecting  and  supervising  the  construction  of  bridges  and 
buildings;  investigating  existing  biiildings  and  bridges  with  reference  to 
strength  and  safety. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  decree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  structural  engineering;  not  less  than  two  years'  experience  in 
structural  engineering  work  in  field  or  ofiice ;  proven  technical  knoiwfedge  and 
proficiency. 

Lines  of  Promotion 


From:  Junior  Civil  Engineer. 
To:  Associate  Structural  Engineer. 

Compensation  for  Class 

Annual :  $2400-$2520-$2640-$2760-^2880-$3000 


Title  of  Class  : 

ASSOCIATE  STRUCTURAL  ENGINEER  1  4  5  O 

Specifications  of  Class 
Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  In  responsible  charge  of  an  Inter- 
mediate division  of  a  structural  engineering  organization;  (2)  to  exercise  In- 
d^)endent  engineering  judgment  and  assume  responsibilities  in  studies  and 
computations  necessary  for  the  preparation  of  reports,  estimates,  and  defiigns; 
(8)  to  have  immediate  charge  of  the  construction,  maintenance,  or  operatioii 
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of  important  stmctnral  engineering  works  or  projects;  (4)  to  conduct  or  to 
direct  important  lines  of  structural  engineering  research; — and  to  perform 
other  related  work. 

Bxamples:  Studylpg  location  and  foundation  problems  of  bridges  and  other 
structures ;  designing  and  laying  out  work  for  others  to  complete  for  all  types 
of  structures ;  supervising  the  making  of  working  drawings  and  the  writing  of 
specifications;  checking  drawings  prepared  by  others;  estimating  quantities: 
inspecting  construction  in  shop  and  field ;  handling  correspondence  and  reports 
of  a  technical  nature. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineering,  prefer- 
ably in  structural  engineering;  not  less  than  five  years*  general  engineering 
experience,  of  which  at  least  one  year  shall  have  been  in  the  direction  or  per- 
formance of  important  engineering  work ;  supervisory  or  administrative  ability, 
or  n  hi^  degree  of  tedmical  skill. 

Principal  Lines  of  Promotion 

From :  Assistant  Structural  ESngineer. 
To:  Structural  Engineer. 

Compensation  for  Class 

Annual:  |324(M336(M348(>-^3600-n$3720^3840 


Title  ot  Glass  : 
STRUCTURAL  ENGINEER 

Specifications  of  Class  1 4  O  4 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  direction : — 
(1)  to  have  responsible  charge  of,  and  to  initiate  and  determine  policies  for  a 
major  subdivision  of  a  structural  engineering  organization;  (2)  to  prepare  for 
final  executive  action,  reports,  estimates,  desi^oa^  specifications,  and  data;  (8) 
to  have  charge  of  the  'construction,  inspection,  maintenance,  and  operation  of 
atruetural  engineering  works  of  major  importance;  (4)  to  conduct  or  to  direct 
major  lines  of  structural  engineering  research;  (5)  to  furnish  for  executive 
action,  expert  or  critical  advice  on  structural  engineering  works,  projects,  or 
policies ;  (6)  to  act  as  special  advisor  in  structural  engineering  problems ; — and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation,  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  structural  engineering;  not  less  than  eight  years*  general  engi- 
neering experience,  of  which  at  least  four  years  shall  have  been  in  the  direc- 
tion or  performance  of  Important  structural  engineering  work;  large  capacity, 
and  proven  ability. 

Principal  Lines  of  Promotion 

From :  Associate  Structural  Bngineer. 
To:-  Senior  Structural  ^g^neer. 

Compensation  for  Class 

Annual:  $4140~$432(>-$45(XM4680-$4860-$5040 


Title  of  Glass  : 

SENIOR  STRUCTURAL  ENGINEER  M^  ^ 

Specifications  of  Class 
Daties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  structural  engineering  organisation  or  of  a  main  divi- 
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sion  thereof,  and  to  determine  or  execute  general  policies  under  the  limitations 
imposed  by  law,  regulations,  or  other  fixed  requirements;  (2)  to  be  responsible 
for  the  preparation  of  reports,  estimates,  designs,  specifications,  and  data,  or 
for  t|ie  construction,  maintenance,  and  operation  of  large  structural  engineering 
projects;  (8)  to  have  full  charge  of  the  collection  and  presentation  of  data  for, 
and  the  conduct  of  valuation  proceedings;  (4)  to  direct  or  to  perform  the 
most  comprehensive  research  in  structural  engineering;  (5)  to  act  as  coosnlting 
specialist  on  important  structural  engineering  projects,  policies,  or  Talna- 
tions; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  civil  engineerins,  pref- 
erably in  structural  engineering;  not  less  than  12  years'  general  engineering 
experience,  of  which  at  least  8  years  shall  have  been  in  the  direction  or  per- 
formance of  important  structural  engineering  work  of  a  character  to  give 
substantial  evidence  of  engineering  knowledge  and  ability,  or  of  executive 
capacity  of  the  highest  order. 

Principal  Lines  of  Promotion 

From:  Structural  Engineer. 

Compensation  for  Class 


TOPOGRAPHIC    ENGINEERING 


Title  of  Class  : 

ASSISTANT  TOPOGRAPHIC  ENGINEER 

Spedfieations  of  Class  1  4  /)  f  i 

Duties:  l^OO 

Under  specific  administrative  and  technical  direction,  to  be  responsible  fbr 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  topographic  engineering 
organization ;  to  have  immediate  charge  of  a  field  survey  party  or  of  the  execu- 
tion of  minor  topographic  engineering  work;  and  to  perform  rdated  work  as 
required. 

Examples :  Field:  Acting  as  chief  of  party  engaged  on  topographic  mapping, 
triangulation,  primary  traverse,  precise  leveling,  or  photographic  surve^g; 
making  plane-table  surveys  with  all  details  required  for  a  finished  field  map; 
securing  of  horizontal  control  by  triangulation  and  work  incidental  thereto, 
such  as  making  observations  for  azimuth,  and  making  computations  of  pre- 
liminary geographic  distances  and  positions;  flying  as  observer  in  aerial  sur- 
veying. Office:  Making  final  computations  of  triangulation  and  traverse  field 
notes;  adjusting  and  inking  field  maps;  transforming  and  adjusting  photo- 
graphs and  compiling  photographic  maps. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  In  civil  engineering,  pref- 
erably in  topography  or  photo  surveying;  not  less  than  two  years'  active 
experience  In  topographic  engineering  or  photographic  surveying;  proven  tech- 
nical knowledge  and  proficiency. 


Principal  Lines  of  Promotion 

From :  Junior  Civil  Engineer 

To:  Associate  Topographic  Engineer. 

Compensation  for  Class 

Annual:  $240(K$252O-^640^2760-4288O-9d000 
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Title  of  Clabb: 

ASSOCIATE  TOPOGRAPHIC  ENGINEER 

SpeeiflcatioiiB  of  CUum  1457 


To  perform  one  or  more  of  the  foUowisg  functions  under  general  adminis- 
trative and  technical  direction: — (1)  to  be  in  responsible  charge  of  an  inter- 
mediate subdivision  of  a  topographic  engineering  organization;  (2)  to  have 
immediate  charge  of  field  or  ofilce  work  of  important  topographic  engineering 
projects;  (3)  to  inspect  the  work  in  progress  so  as  to  maintain  standard 
methods  and  results;  (4)  to  make  or  direct  final  adjustments  of  map  and 
survey  data;  (5)  to  direct  or  perform  research  in  topographic  engineering; — 
and  to  perform  other  related  work. 

Examples:  Having  Immediate  charge  of  topographic  work  for  a  number  of 
field  parties  in  a  single  State;  Inspection  of  field  work  in  a  State  or  group 
of  States;  making  intricate  least  square  adjustments  of  trlangulatlon  nets 
and  arcs;  making  final  adjustment  of  complicated  level  or  primary  traverse 
nets;  making  final  adjustment  and  completion  of  field  maps  ready  for  publi- 
cation; being  in  charge  of  photo-topographic  work  in  a  district;  conducting 
specific  research  work  In  aerial  surveying. 

Qnalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  civil  engineering, 
preferably  in  togopraphy  and  photosurveylng ;  not  less  than  five  years*  general 
topographic  engineering  experience,  of  which  at  least  one  year  shall  have 
been  in  the  direction  or  performance  of  topographic  engineering  work;  super- 
visory or  administrative  ability,  or  a  high  degree  of  technical  skill. 

Principal  Lines  of  Promotion 

*    <^     « 
From:  Associate  Topographic  Engineer 
To:  Topographic  Engineer. 

Compensation  for  Class 

Annual:  |824O-$336O-$348(>-$3600-$d72O^$3840 


Title  of  Class: 
TOPOGRAPHIC  ENGINEER 

Specifications  of  Class  1  4  O  O 

Duties: 

To  perform  one  or  more  of  the  following  functions  under  general  adminis- 
trative direction : — (1)  to  have  responsible  charge  of,  and  to  initiate  or  execute 
policies  for  a  major  subdivision  of  a  topographic  engineering  organization;  (2) 
to  supervise  field  or  office  work  of  topographic  engineering  projects  of  major 
Importance;  (3)  to  direct  or  perform  major  research  in  topographic  engi- 
neering; (4)  to  furnish  for  executive  action,  expert  or  critical  advice  on  topo- 
graphic engineering  projects  or  policies  ;-'and  to  perform  other  related  work. 

Qnalillcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  dvil  engineering, 
preferably  in  topography  or  photosurveylng ;  not  less  than  eight  years*  general 
engineering  experience,  of  which  not  less  than  four  years  shall  have  beep  in 
the  direction  or  performance  of  Important  topographic  engineering  work ;  and 
proven  administrative  and  technical  ability. 

Principal  Lines  of  Promotion 

From:  Assistant  Topographic  Engineer 
To:  Senior  Topographic  Engineer. 

Compensation  for  Class 

Annual:  fil4O-$432(K$4500^$4680-$486O-$5O40 
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Tmjs  OF  Class  :  ' 

SENIOR  TOPOGRAPHIC  ENGINEER 

SpecificatioiiB  of  Class  1459 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  have  chief  ad- 
ministrative charge  of  a  topographic  engineering  organization,  or  of  a  main 
division  thereof,  and  to  determine  or  execute  general  policies  under  the  limita- 
tions imposed  by  law,  regulations,  or  other  fixed  requlr^nents ;  (2)  to  be  respon- 
sible for  all  field  and  office  work  of  large  topographic  engineering  projects ;  (3) 
to  direct  or  perform  the  most  comprehensive  research  in  topographic  engineer- 
ing; (4)  to  act  as  consulting  specialist  on  important  topographic  or  photo 
topographic  engineering  projects  or  policies; — and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognised  standing  with  major  work  in  civil  engin^ring,  prefer- 
ably in  topography  or  photo  surveying ;  and  not  less  than  12  years'  general  en- 
gineering experience,  of  which  at  least  eight  years  shall  have  been  in  tihe  direc- 
tion or  performance  of  important  topographic  engineering  work  of  a  <diaracter 
to  give  substantial  evidence  of  engineering  knowledge  and  ability,  or  of  ezecn- 
tive  capacity  of  the  highest  order. 

Priripil  Hues  of  PsovoliMi 

From :  Topogntphle  Bnclneer. 

Compensation  for  Ghm 

e    e    e 


36.  THE  LAW  AND  EXAMINER  SERVICE 


TK\A  service  includes  classes  of  positions ,  the  duties  of  which  are  to  supervise 
or  to  perform  work  rcguirimji  professional  knowledge  of  laWf  or  specialized 
knowledge  of  particular  latos,  regulations,  or  departntental  practice  as  in- 
volved in  the  examination  of  contracts^  reports,  bonds  or  other  documents 
in  connection  with  claim  adjudication,  the  granting  of  land  patents:  or 
other  similar  work. 

Legal  Wokk  : 


Jmfor  Att0ni«7 

AMistant  Attorney   (Gnap) 

AttoiiMy  (GrMip) 

Senior  Attorney  (Gte«p> 

Comeel  (Groap) 

Chief  Ceaneel   (Grenp) 

Cerperstton  Ceansel,  Dletriet  ef  Celnaikis 

United  Stetos  Attorney 

mrectoff  ef  GMaNwhlP 

Depnty  Ceaftmlaelener  ef  Netarailintien 

v.«enKnaenener  oi  nenBMHBiiMHi 

Aeelftuit  CenptTeller  ef  tlM  Tieeency 

G«Mp«rell«r  «f  tke 


iMOAh  BXAMININO  WORK  : 

Under  Kuiailner 
Jnnlor  Exaaiiner  (Gtenp) 
Senler  Bzanilner  (Greap) 
Prindpel  Exanilaer  (G 
Heed  Bxanlaer  (Gnni^) 
Chief  Brewiner   (Gtenp) 


LEGAL  WORK. 


Speeiicatioiui  of  CUum  1  4  G  0 


TiTLK  OF  Class: 
LAW  ASSISTANT 

Duties: 

Under  Immecliate  supervision  In  a  legal  organization  or  unit,  to  perform 
minor  legal  work  and  related  work  as  required. 

Examples:  Assisting  attorneys  by  looking  up  questions  of  law,  collecting 
authorities  a^d  decisions,  and  handling  certain  features  or  detalte  of  cases; 
assisting  others  in  the  preparation  of  drafts  of  legafl  opinions,  briefs,  or  tenta- 
tive decisions,  or  preparing  such  in  simple  cases. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  one  year's  attendance  at  a  law  school,  or  experience  in  law 
work  in  a  reputable  law  office  or  in  quasi-legal  or  judicial  work  in  the  Gov- 
ernment service. 

Principal  Lines  of  Promotion 

To:  Junior  Attorney. 

Componsatioa  for  Class 

Annual:  <168M1740 

683 
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TrnjB  OF  Class  : 

JUNIOR  ATTORNEY  1  1  fi  1 

Specifications  of  Class  I  *r\}  X 

Duties: 

Under  supervision,  to  perform  assigned  legal  work  of  simple  character  or 
minor  importance  arising  In  the  ordinary  routine  or  administration  of  an  organi- 
zation or  legal  unit  and  comparable  with  the  work  usually  performed  by  a  law 
clerk  in  a  large  law  office :  and  to  perform  related  work  as  required. 

Examples :  Preparing  tentative  drafts  of  opinions,  briefs,  and  judicial  decis- 
ions ;  interpreting  and  applying  laws,  rules,  und  regulations ;  preparing  or  ex- 
amining as  to  sufficiency,  legality,  or  validity,  contracts,  claims,  titles,  agree- 
ments, bonds,  affidavits,  and  other  legal  documents  and  papers;  preparing 
pleadings,  indictments,  or  reports. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  graduation  from  a  reputable  law  school, 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of 
Columbia. 

Principal  Lines  of  Promotion 

From:  Law  Assistant. 
To :  Assistant  Attorney. 

Compensation  for  Class 

Annual:  |180M1820-$2040-f2100-42280 


Name  of  ,Orot7p  of  Classes  : 
ASSISTANT  ATTORNEY    , 

Titles  of  Typical  Classes  in  Qeoup  : 
Assistant  Attorney  (Department  of  Justice) 
Assistant  Attorney  (Department  of  Labor) 
Assistant  Attorney  (Department  of  Commerce) 
Assistant  Attorney  (Interstate  Commerce  Commission) 
Assistant  Attorney  (Federal  Trade  Commission) 

Specifications  of  Classes  in  Group  1  4  U  2 

Duties: 

Under  direction,  to  be  responsible  for  and  to  direct  and  supervise  the  work 
of  Junior  Attorneys  and  Law  Assistants  in  a  minor  legal  subdivision  or  unit 
of  an  organization;  or,  individually  to  perform  minor  legal  work  as  assigned, 
involving  questions  of  law,  evidence,  and  fact  submitted  for  consideration  and 
action;  to  search  for,  interpret,  and  apply  the  laws,  court  decisions,  or  other 
legal  authorities  in  the  preparation  of  drafts  of  opinions,  briefs,  tentative  Ju- 
dicial decisions,  or  other  legal  documents ;  to  prepare  pleadings,  indictments,  or 
other  court  papers  in  connection  with  suits,  trials,  or  other  legal  actions;  to 
prepare  or  pass  upon  the  legality  or  sufficiency  of  contracts,  leases,  bonds,  and 
claims;  to  conduct  or  assist  in  the  prosecution  or  defense  of  suits,  or  trials; 
and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  graduation  from  a  reputable  law  school,  or 
admission  to  the  Bar  of  the  highest  court  of  a  State  or  ^e  District  of 
Columbia;  not  less  than  one  year's  experience  as  a  Junior  Attorney  in  the 
Government  service,  as  an  attorney -at-1  aw  In  successful  general  practice,  or  as 
a  law  clerk  In  a  reputable  law  office. 

Special  Qualifications: 

For  each  class  in  the  group,  general  knowledge  of  and  familiarity  with  one 
or  more  of  the  particular  kinds  of  legal  work  carried  on  in  the  organization 
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where  the  work  is  performed,  preferably  with  one  year's  experience  as  Junior 
Attorney  therein,  as  Indicated  by  the  title  of  the  class. 

Principal  Lines  of  Promotion 

From :  Junior  Attorney. 
To:  Attorney. 

Compensation  for  Classes  in  Group 

Annual:  $2400-$2520-^2d4O-$27e(M2880 


Name  of  Group  of  Classes  : 

ATTORNEY 

Titles  of  Typical  Classes  in  Group  : 

Attorney  (Department  of  Justice) 
Attorney  (Department  of  State) 
Attorney  (Nayy  Department) 
Attorney  (Federal  Trade  Commiaaion) 
Attorney  (United  States  Attorney's  Office) 
Attorney  (Federal  Reserre  Board) 

Spedficationa  of  Classes  in  Group  1  4  6 1> 

Under  general  direction,  to  direct  and  supervise  the  legal  work  of  an  Inter- 
mediate division  or  legal  unit,  or  of  Assistant  or  Junior  Attorneys  or  Law 
Assistants,  or  Independently  to  perforin  assigned  legal  work  of  Important  char- 
acter involving  questions  of  law,  evidence,  and  fact ;  to  prepare  drafts  of  opin- 
ions, briefs,  tentative  Judicial  decisions,  or  other  legal  papers,  and,  in  connec- 
tion therewith,  to  Interpret  and  apply  the  law,  court  decisions,  or  other  authori- 
ties; to  prepare  pleadings,  indictments,  or  other  court  papers  for  the  prosecu- 
tion or  defense  of  suits,  trials,  or  other  legal  actions,  and  to  conduct  or  assist 
in  conducting  such  actions;  to  conduct  legal  investigations  or  hearings;  to 
consult  with,  advise,  or  assist  others  In  handling  legal  matters;  and  to  per- 
form related  work  as  required. 

Examples:  Examining  and  considering  the  sufficiency  or  admissibility  of 
evidence;  examining  witnesses;  arguing  cases  in  court;  passing  upon  the 
legality  or  sufficiency  of  bonds,  contracts,  leases,  or  legal  documents,  or  of  pro- 
ceedings Instituted  or  opinions  given  relative  to  the  violations  of  laws  or  regu- 
lations; writing  reports  of  Investigations. 

•Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing ;  graduation  from  a  reputable  law  school,  or 
iidmlssion  to  the  Bar  of  the  highest  court  of  a  State  or  the  Supreme  Court  of 
the  District  of  Columbia ;  not  less  than  three  years*  successful  experience  as  an 
attorney  In  the  Government  service,  as  an  attorney  at  law  in  general  practice, 
or  as  a  law  clerk  in  a  large  and  reputable  law  office;  ability  to  weigh  facts, 
to  interpret  and  apply  the  law  thereto,  and  to  express  conclusions  clearly  and 
logically;  and  Judicial  temperament 

'Special  Qualifications: 

For  each  class  in  this  group  extensive  knowledge  of  and  familiarity  with  one 
•or  more  of  the  particular  kinds  of  legal  work  carried  on  In  the  department, 
commission,  or  other  establishment  where  the  work  is  performed,  preferably 
two  years'  experience  as  an  Assistant  or  Junior  Attorney  therein,  as  Indicated 
t)y  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Assistant  Attorney. 
"To :  Senior  Attorney. 

Compensation  for  Classes  in  Group 

j^nnual:  $SOO()-?318a-$336(>-$3540-^$3720-$3900-$4080 
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Name  of  Gboup  ot  Olassbb: 
SENIOR  ATTORNEY 

Title  of  Typical  Classes  in  Gboup  : 

Senior  Attorney  (Department  of  Justice) 
Senior  Attorney  (Deimrtment  of  State)  ^ 
Senior  Attorney  (War  Department) 
Senior  Attorney  (Interior  Department) 
Senior  Attorney  (Federal  Trade  Commission) 

Specificati<Mi8  of  Classes  in  Gnmp  i  7  O  '^ 

Duties: 

Under  general  direction  of  a  Chief  Counsel  or  of  a  Counsel,  to  be  responsible 
for  the  legal  work  of  an  important  division  or  legal  unit;  to  direct,  supervise, 
or  review  the  work  of  other  attorneys  or  assistants;  to  perform  important  or 
diflTcult  legal  work  involving  general  ind^)«idence  in  procedure  in  ilie  examina- 
tion and  consideration  of  important  questions  of  law,  evidence,  and  fact  duly 
submitted;  to  prepare  drafts  of  opinions,  briefs,  Judicial  decisions,  or  other 
It^gal  papers  relative  thereto,  or  pleadings,  indictments,  or  oHier  court 
papers  in  the  prosecution  of  suits,  trials,  or  other  legal  actions  brought 
by  or  against  the  Government  or  its  officials;  to  conduct  or  assist  In  con- 
ducting such  suits  or  actions;  to  direct  or  conduct  important  Investigations 
or  hearings ;  to  act  as  a  specialist  in  specific  branches  of  the  law  and  in  chaise 
generally  of  actions  taken  thereunder ;  to  advise  or  assist  superiors  in  handling 
important  legal  matters;  and  to  perform  related  legal  work  as  required. 

Examples:  Passing  on  questions  of  international  law  or  foreign  relations; 
examining  witnesses,  making  oral  arguments  in  trial  of  cases;  acting  as  a 
member  of  a  minor  Board  of  Appeals,  Review,  or  Revision ;  drafting  or  super- 
vising the  drafting  of  contracts,  leases,  bonds,  legislative  bills,  or  other  legal 
documents  relating  to  the  special  work  of  a  department  or  establishment  or 
preparing  or  reviewing  decisions  in  cases  arising  under  the  laws  administered 
by  the  department  or  establishment ;  interpreting  and  applying  the  laws,  court 
decisions,  or  other  authorities,  particularly  in  writing  opinions,  briefs,  or  other 
legal  papers  or  reports  upon  investigation. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  graduation  from  a  reputable  law  school  or 
admission  to  the  Bar  of  the  highest  court  of  a  State,  or  the  District  of  Columbia; 
not  less  than  five  years'  experience  as  an  attorney  in  the  Government  service, 
or  as  attomey-in-law  in  actual  successful  legal  practice ;  recognlxed  sklU,  afeasd- 
ing,  and  ability  in  the  legal  profession. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  and  familiarity  with  one 
or  more  of  the  particular  kinds  of  legal  work  carried  on,  preferably  with 
three  years*  experience  in  the  department,  commission,  or  other  establishment 
where  the  work  is  performed,  as  indicated  by  the  Htle  of  ttmt  clBm. 

Principal  Lines  of  Promotion 

From:  Attorney. 

To :  Counsel ;  Corporation  Counsel,  District  of  Columbia ;  United  States  Attor- 
ney; Director  of  Citizenship;  Deputy  Commissioner  of  Naturalization;  As- 
sistant Comptroller  of  the  Treasury. 

Compensation  for  Classes  in  Group 

Annual :  $4200-$4400-$460a-$480M5000 
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Name  of  Gsorp  of  Classes  : 
COUNSEL 

TnxEs  OF  Typical  Classes  nr  Gbottp  : 

CouMel  (DeiMutment  of  Justice) 

Covnsel  (Department  of  State) 

Compel  (War  Deiiartmeiit) 

Cauwel  (Corporation  Counsel's  OIBee,  D.  C.) 

Comisel  (United  States  Attorney's  Office) 

Connael  (Alien  Property  Costodian) 

Specifications  of  Qasses  in  Group  1  4  O  0 

Duties: 

Under  the  general  direction  of  a  Chief  Counsel,  to  be  responsible  for  the  legal 
work  of  a  department,  commission,  board,  or  other  GoTemment  establishment, 
and  to  act  for  the  Chief  Ooonsel  In  his  absence,  or  to  act  as  a  chief  law  officer 
of  an  Important  bureau  or  division  of  a  department  or  other  establishment ;  to 
assist  and  advise  the  Chief  Counsel  or  executive  head  In  legal  matters;  to 
direct  or  supervise  the  legal  work  of  other  attorneys;  Independently  or  In  col- 
laboration with  attorneys,  to  perform  the  highest  grade  of  legal  work ;  to  act 
as  consulting  counsel  or  specialist  in  one  or  more  branches  of  the  law ;  and  to 
perform  other  legal  work  of  high  ordar. 

Eb:amples:  Directing  or  conducting  legal  proceedings,  such  as  hearings,  in- 
vestigations, and  the  prosecution  or  ddense  of  suits,  trials,  or  other  legal 
actions ;  making  oral  arguments  in  the  trial  of  cases ;  preparing  opinions,  briefs, 
and  decisions  in  highly  Important  cases  and  revising  or  approving  those  pre- 
pared by  others ;  approving  contracts,  bonds,  leases,  deeds,  or  other  legal  instru- 
ments; handling  questions  involving  International  law,  treaties,  and  claims  of 
citizens  of  the  United  States  against  foreign  Governments  or  citizens. 

(^nmon  Qnalifications: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from 
in  Institution  of  recognized  standing;  graduation  from  a  reputable  law  school 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  of  the  District  Of 
Columbia,  or  the  Federal  Courts ;  not  less  than  eight  years'  responsible-  experi- 
ence In  general  practice  as  an  attorney  at  law  or  as  an  attorney  in  the  Govern- 
ment service ;  recognized  skill,  standing,  and  ability  as  an  attorney ;  and  admin- 
istrative ability. 

Special  Qnalifications: 

For  each  class  in  this  group,  thorough  knowledge  of,  and  exi>erience  In  the 
particular  kinds  of  legal  work  carried  on,  preferably  including  three  years  as 
SoiiOT'  Attorn^  in  the  department  or  establishment  where  the  work  is  per- 
formed, as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Senior  Attorney. 

To:  Chief  Counsel;  Corporation  Counsel,  District  of  Columbia;  United  States 
Attorney ;  Assistant  Attorney  General ;  Solicitor  General. 

Compensation  for  Classes  in  Group 

Annual:  $0000 


Name  of  Geoup  of  Classes  : 
CHIEF  COUNSEL 

Titles  of  Typtcal  Classes  in  Gboup: 

Chief  Counsel  (Department  of  Justice) 
Chief  Counsel  (Department  of  State) 


Chief  Connael  (Interior  Department)  1  4  U  U 

Chief  Counsel  (Interstate  Commerce  Commission) 
Chief  Counsel  (Federal  Reserve  Board) 
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Specifications  of  Classes  in  Group 
Duties: 

As  chief  law  officer  or  officers  of  a  depiartment,  commission,  board,  or  otlier 
independent  Government  establishment,  to  advise  or  confer  with  the  executive 
head  or  heads  of  the  Department  or  other  establishment,  or  with  the  Attorney 
General,  upon  questions  of  law  arising  in  administrative  work,  or  upon  the 
legal  policy  to  be  followed ;  to  be  responsible  for  and  to  direct  or  conduct  major 
investigations  or  litigations  to  which  the  branch  of  the  Govemm^it  in  question 
is  a  party;  to  make  oral  arguments  in  important  suits  or  trials;  to  interpret 
or  construe  and  apply  the  laws,  the  decisions  of  the  courts,  commissions,  or 
other  authorities,  particularly  in  writing  opinions  or  rendering  decisions  and 
In  the  preparation  or  revision  of  legal  papers  pertaining  thereto;  and  to  per- 
form other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  repi'esented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school, 
or  admission  to  the  Bar  of  the  highest  court  of  a  State,  the  District  of  Colum- 
bia, or  the  Federal  Courts;  not  less  than  12  years*  responsible  legal  expe- 
rience; recognized  skill,  standing,  and  ability  as  counsel  or  attorney;  and 
administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of,  and  experience  prefer- 
ably including  three  years  as  Counsel,  In  the  particular  kinds  of  legal  work 
carried  on  by  the  Department,  Commission,  Board  or  other  Government  estab- 
lishment where  the  work  is  performed,  as  Indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Counsel. 

To :  Assistant  Attorney  General ;  Solicitor  General. 

Compensation  for  Classes  in  Group 

Annual:  $7600 


TrrLE  OF  Class  : 

CORPORATION  COUNSEL,  DISTRICT  OF  COLUMBIA 

Specifications  of  Class  1  4  G  T 

Duties: 

To  be  responsible  for  and  to  direct  and  supervise  the  work  of  the  Corpora- 
tion Counsel's  Office ;  to  advise  the  Commissioners  of  the  District  of  Columbia 
and  the  Public  Utilities  Commission  in  all  legal  matters;  to  represent  the 
District  Commissioners,  the  Public  Utilities  Commission,  or  the  District  of 
Columbia  in  all  legal  matters  before  them  or  in  court;  to  act  as  legal  adviser 
to  the  various  boards  of  the  District  Government ;  and  to  perform  otber  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school, 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of 
Columbia;  not  less  than  12  years'  actual  practice  or  responsible  legal  experi- 
ence; extensive  knowledge  of  municipal  regulations,  particularly  of  the  Dis- 
trict of  Columbia ;  administrative  ability ;  and  judicial  temperament. 

Principal  Lines  of  Promotion 

From  :  Counsel ;  Senior  Attorney. 

Compensation  for  Claas 

Annual:  $7500 
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TiTLs  OF  Glass  : 

UNITED  STATES  ATTORNEY 

Specifications  of  Class  1  ^  f  1 5s 

To  be  responsible  for  the  legal  work  of  the  U.  S.  Attorney's  Office,  and  to 
direct  and  supervise  the  work  of  assistant  attorneys ;  to  investigate  imi)ortant 
criminal  cases  for  submission  to  the  Orand  Jury;  to  draw  indictments,  pre- 
pare cases  for  trial,  and  try  them  In  court ;  to  consult  with  Government  officials 
concerning  civil  suits,  to  prepare  pleadings,  and  to  prosecute  and  defend  suits 
by  or  against  them;  to  hear  complaints  and  determine  actions  to  be  takein; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  laW  school, 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of 
Columbia;  not  less  than  12  years'  experience  as  an  attomey-at-law  in  general 
practice,  preferably  Including  several  years  in  a  U.  S.  Attorney's  Office ;  judicial 
temperament;  and  recognized  skill  and  standing  In  the  legal  profession. 

Principal  Lines  of  Promotion 

From :  Counsel ;  Senior  Attorney. 

Compensation  for  Class 

Annual:  $6000 


TnxB  OF  Class  : 

DIRECTOR  OF  CITIZENSHIP 

Specifications  of  Class  .  i  4u>«) 

Duties: 

To  direct  and  supervise  the  personnel  and  the  work  of  the  Bureau  of 
Naturalization  and  Its  field  force  in  the  execution  of  the  naturalization  laws 
as  related  to  the  education  of  aliens;  to  assist  the  Commissioner  of  Naturali- 
zation In  the  interpretation  and  administration  of  the  naturalization  laws  and 
the  development  of  the  policies  of  the  Bureau  in  securing  their  enforcement; 
in  the  absence  of  the  Commissioner  and  of  the  Deputy  Commissioner,  to  be 
responsible  for  the  work  of  the  Bureau ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing;  graduation  from  a  reputable  law 
school,  or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District 
of  Columbia;  not  less  than  five  years'  exi)erlence  in  the  field  or  legal  work 
of  the  .Bureau  of  Naturalization,  or  in  legal  work  held  its  equivalent ;  adminis- 
trative ability;  and  Judicial  temperament. 

Principal  Lines  of  Promotion 

From :  Senior  Attorney. 

To:  Commissioner  of  Naturalization. 

Compensatimi  for  Class 

Annual:  $4000. 


Tttlb  op  Class  : 

DEPUTY  COMMISSIONER  OF  NATURALIZATION 

Specifications  of  Class  I  4  ^  () 

Duties: 

To  direct  and  supervise  the  personnel  and  the  work  of  the  Bureau  of 
Naturalization  and  Its  field  force;  to  assist  the  Commissioner  of  Naturallsa- 
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tion  in  the  Interpretation  and  administration  of  naturalization  laws  and  the 
development  of  the  policies  of  the  Bureau  in  carrying  these  laws  into  effect; 
to  act  for  the  Ck>mmis8ioner  in  his  absence ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law 
school  or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District 
of  Columbia;  not  less  than  eight  years'  experience  in  field  or  legal  work  of 
the  Bureau  of  Naturalization,  or  in  legal  work  held  its  equivalent;  adminis- 
trative ability ;  and  judicial  temperament. 

Principal  Lines  of  Promotion 

Prom :  Senior  Attorney. 

To :  Commissioner  of  Naturalization. 

Compenaatioii  for  Class 

Annual:  $4000 


Title  of  Class: 

COMMISSIONER  OF  NATURALIZATION  1471 

Specifications  of  Class 
Duties: 

To  be  responsible  for  and  to  direct  and  supervise  the  work  of  the  Bureau 
of  Naturalization  and  the  administration  of  naturalization  laws;  to  direct  or 
institute  proceedings  for  the  purpose  of  setting  aside  and  cancelling  oerttficates 
of  citizenship  upon  affidavit  showing  good  cause  therefor ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of 
Columbia;  not  less  than  eight  years'  experience  in  the  field  or  l^al  work  at 
the  Bureau  of  Naturalization,  or  in  legal  work  held  equivalent  thereto;  ad- 
ministrative ability;  and  Judicial  temperament 

Principal  lines  of  Promotimi 

From:  Deputy  Commissioner  of  Naturalization;  Director  of  Citisenship. 

Compensation  for  Class 

Annual:  $5000 


TiTLB  OF  Class: 

ASSISTANT  COMPTROLLER  OF  TBDE  TREASURY 


1472 


Specifications  of  Class 
Duties: 

Under  general  direction,  to  decide  legal  questions  coming  before  the  ofltee 
of  the  Comptroller  of  the  Treasury,  except  when  otherwise  directed  in  particular 
cases ;  in  the  absence  of  the  Comptroller,  to  assume  charge  of  the  ofiBJce  and  be 
responsible  for  the  work  thereof ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  firon 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school 
or  admission  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of 
Columbia ;  not  less  than  10  years*  legal  practice  or  experience  in  GovemsMntal 
auditing  and  accounting;  thorough  knowledge  of  and  experience  in  auditing, 
accountancy,  and  business  practice;  thorough  knowledge  of  the  decisions  of 
the  Comptroller  of  the  Treasury ;  administrative  ability ;  and  Judicial  tempera- 
ment 
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PriBdiMil  Lines  of  Promotioii 


From :   Senior  Attorney. 

To:  Comptroller  of  the  Treasury. 


Compensation  for  Class 

*    *    • 


TiTLi;  OF  Class  : 

COMPTROLLER  OF  THE  TREASURY 

Speeilleations  of  Class  14/ 


^  /^ 


To  be  responsible  for  and  to  direct,  and  supervise  the  work  of  the  office  of 
the  Oomptroller  of  the  Treasury ;  to  prescribe  the  forms  for  keeping  and  ren- 
dering all  public  accounts  except  those  relating  to  i)oetal  revenues  and  expendi- 
tures therefrom;  to  revise  accounts  upon  settlements  made  by  Departmental 
AnditoEs;  to  render  advance  decisions  upon  questions  submitted  by  disbursing 
ofBcen,  heads  of  executive  departments  or  other  Government  establishments 
relating  to  payments  to  be  made  by  them  or  under  them ;  to  approve,  disapprove, 
or  modify  decisions  of  Departmental  Auditors  making  original  constructions 
or  modifying  existing  constructions  of  statutes;  to  superintend  the  recovery 
of  debts  certified  by  the  Auditors  to  be  due  to  the  United  States  except  those 
arising  under  the  Post  Office  Department;  to  countersign  warrants  authorized 
by  law  to  be  signed  by  the  Secretary  of  the  Treasury;  and  to  perform  other 
administrative  duties  prescribed  by  the  Secretary  of  the  Treasury. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school 
or  admissicm  to  the  Bar  of  the  highest  court  of  a  State  or  the  District  of  Co- 
lumbia ;  not  less  than  12  years'  responsible  legal  practice  or  experience ; 
thorough  knowledge  of  and  experience  in  auditing,  accountancy,  and  business 
practice;  thorough  knowledge  of  the  decisions  of  the  Comptroller  of  the 
Treasury ;  administrative  ability ;  and  Judicial  temperament 

Principal  Lines  of  Promotion 

From ;  Assistant  Comptroller  of  the  Treasury. 

Compensation  for  Class 


TrrLE  OF  Class  : 

ASSISTANT  ATTORNEY  GENERAL  1471 

Specifications  of  Class  i  *  •  4: 

Duties: 

To  assist  the  Attorney  General  in  such  legal  matters  as  may  be  assigned ;  to 
assist  in  the  argument  of  cases  in  the  Supreme  Court  of  the  United  States  and 
in  the  preparation  of  legal  opinions;  to  transact  business  with  United  States 
attorneys,  executive  departments  or  independent  establishments,  and  private 
parties  in  interest:  when  required,  to  have  charge  of  the  interests  of  the  Gov- 
enunent  In  matters  of  reappraisement  and  dassiflcation  of  imported  goods  In 
litigation  before  the  several  boards  of  United  States  General  Appraisers,  and 
the  Court  of  Customs  Appeals ;  and  to  perform  other  related  work. 

Qnalificalions: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  reputable  law  school, 
or  admission  to  the  Bar  of  the  highest  court  of  a  State,  the  District  of  Colum- 
bia, or  the  Federal  courts;  extensive  responsible  legal  experience,  including 
Federal  practice:  recognized  skill,  standing,  and  ability  as  an  attorney;  and 
admlniHtrative  ability. 
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Prindpal  Lines  of  Promotion 

From  :  Chief  Counsel ;  Counsel. 
To :  Solicitor  General. 

Compensation  for  Class 

•    •    « 


Title  of  Clasb  : 
SOLICITOR  GENERAL 

Specifications  of  Class  1^7/) 

Duties:  I  *t  4  O 

To  assist  the  Attorney  General  In  the  performance  of  his  work  and,  by 
special  provision  of  law,  to  act  for  him  in  his  absence;  to  have  general  charge 
of  the  legal  affairs  of  the  Federal  Government  in  the  Supreme  Court  of  the 
United  States,  and  to  supervise  the  work  of  Assistant  Attorneys  General  in  the 
conduct  and  argument  of  ca.ses  therein ;  to  prepare  opinlon.s,  as  directed  by  the 
Attorney  General,  to  be  rendered  to  the  President  and  to  the  heads  of  executive 
departments ;  to  confer  with  and  direct  law  officers  of  the  Government  through- 
out the  country ;  to  conduct  and  argue  cases  in  any  court  of  the  United  States, 
and  attend  to  the  interests  of  the  Federal  Government  In  any  State  court,  as 
directed ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  graduation  from  a  reputable  law  school,  or 
admission  to  the  Bar  of  the  highest  court  of  a  State,  the  District  of  Columbia, 
or  the  Federal  courts;  extensive  experience  as  an  attorney-at-law  or  as  an 
attorney  in  the  Government  service;  recognized  skill,  standing,  and  ability  m 
Federal  practice ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Attorney  General ;  Chief  Counsel ;  Counsel. 

Compensati<m  for  Class 


LEGAL  EXAMINING  WORK 


Title  of  Class  : 

UNDER  EXAMINER  1  /I  »•  /• 

Specifications  of  Class  I  7  /  U 

Duties: 

Under  immediate  supervision,  to  perform  routine  work  of  simple  character 
in  connection  witli  the  initial  examination  of  claims,  contracts,  documents  or 
reports;  to  assemble  ordinary  documentary  evidence  common  to  large  classes 
of  claims ;  to  conduct  preliminary  correspondence  in  connection  with  such  claims 
or  reports;  to  check  up  simple  returns  as  a  step  in  adjudication;  and  to  per- 
form related  work  as  required. 

Examples:  Examining  applications  to  see  that  they  are  properly  filled  out 
and  Include  or  are  accompanied  *  by  the  requisite  certificates,  affidavits  and 
necessary  papers;  in  Pension  or  War  Risk  Insurance  claims,  calling  upon  the 
War  or  Navy  Department  for  verification  of  military  service  and  checking 
results ;  making  calls  for  evidence  In  which  blanks  forms  only  are  necessary. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school. 

Principal  Lines  of  Promotion 

To  :  Junior  Examiner. 

Compensation  for  Class 

Annual:  ^138(M144(M1600 
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Namk  of  Gboxtp  of  Glasses  : 
JUNIOR  EXAMINER 

Titles  of  Typical  Classes  in  Group: 

Jnnior  Examiner  (Bureau  of  Pensions) 

Junior  Examiner  (General  Land  Office) 

Junior  Examiner  (Bureau  of  Internal  Revenue) 

Jnnior  Examiner  (Post  Office  Department) 

Junior  Examiner  (Department  of  State) 

Junior  Examiner  (Bureau  of  War  Risk  Insurance) 

Jnnior  Examiner  (Interstate  Commerce  Commission) 

Junior  Examiner  (War  Department) 

Jnnior  Examiner  (Treasury  Department) 

Junior  Examiner  (Library  of  Congress) 

Junior  Examiner  (Department  of  Agriculture) 

Specifications  of  Classes  in  Group  1  4  i   i 

Dutiea: 

Under  supervision,  to  make  tentative  flndings  upon  claims  of  simple  character 
involving  office  rules  and  regulations,  or  to  pass  upon  features  of  more  complex 
claims; 'to  assemble  evidence,  data  and  reports;  to  check  routine  periodical 
reports  of  local  offices;  to  conduct  correspondence  incidental  to  the  foregoing; 
and  to  perform  related  work  as  required. 

Examples :  Examining  pas^)orts  to  see  if  correct  in  form ;  examining  applica- 
tions for  issuance  of  duplicate  money  orders ;  approving  bonds  of  letter  carriers 
and  clerks ;  making  primary  adjustment  of  awards  to  soldiers  and  sailors  under 
War  Risk  Insurance  Acts;  making  abstracts  of  inspectors'  reports,  Interstate 
Commerce  Commission;  determining  specific  penalties,  Internal  Revenue  Serv- 
ice ;  making  initial  examination  of  applications  for  copyright ;  examining  survey 
plats  and  tract  books ;  adjudicating  claims  of  simple  character. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
not  less  than  one  year's  experience  as  an  Under  Examiner  or  experience  con- 
sidered equivalent. 

Special  Qualifications: 

For  each  class  in  the  gi'oup,  familiarity  with  the  activities  of  the  department 
or  bureau  where  the  work  is  performed,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Under  Examiner. 
To:  Senior  Examiner. 

Compensation  for  Classes  in  Group 

Annual:  $ie2a-$1680-$1740-|1800 


Name  or  Gsoirp  of  (jTjlsses  : 
SENIOR  EXAMINER 

Titles  of  Typical  Classes  in  Group: 

Senior  Examiner  (Bureau  of  War  Risk  Insurance) 

Senior  Examiner  (General  Land  Office) 

Senior  Examiner  (Bureau  of  Pensions) 

Senior  Examiner  (Department  of  State) 

Senior  Examiner  (Indian  Office) 

Senior  Examiner  (Post-Office  Department)  i  yl  ^'  W 

Senior  Examiner  (Department  of  Justice)  I  7.  '  k) 

Senior  Examiner  (Interstate  Commerce  Commission) 
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Senior  Examiner  (Treasury  Department) 

Senior  Examiner  (Department  of  Agricolture) 

Senior  Examiner  (Bureau  of  Internal  Revenue) 

Senior  Examiner  (War  Department) 

Senior  Examiner  (U.  S.  Employees'  Compensation  CJommission) 

Specifications  of  Classes  in  Group  I  H   I  ^ 

Duties: 

To  pass  Judgment,  under  general  supervision,  upon  claims  or  otlier  matten, 
disposition  of  which  involves  the  exercise  of  a  specialized  knowledge  of  par- 
ticular laws,  regulations,  and  office  procedure,  but  not  a  general  legal  knowl- 
edge ;  to  conduct  the  correspondence  arising  in  connection  therewith ;  and  to 
perform  related  work  as  required. 

Examples:  Adjudicating  claims  for  pensions  or  claims  arising  under  the 
public-land  laws,  such  as  railroad  and  other  grants,  water  rights,  and  bome- 
steads ;  disposing  of  ordinary  Internal  Revenue  cases ;  passing  upon  suffidencr 
of  bonds  of  postmasters ;  making  general  examinations  of  War  Risk  Insurance 
claims ;  making  final  examination  of  passports. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  higli  sdUMri; 
and  not  less  than  two  years*  experience  as  a  Junior  Examloer  or  experienee 
considered  equivalent. 

Special  Qualifications: 

For  each  class  in  the  group,  familiarity  with  the  activities  of  the  depart- 
ment or  bureau  where  the  work  is  performed,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From:  Junior  Examiner. 
To:  Principal  Examiner. 

Compensation  for  Classes  in  Gioiip 

Annual:  $1980-$210M2220-$2340 


Name  of  Group  of  Classes  : 
PRINCIPAL  EXAMINER 

Titles  to  Typical  Classes  in  Group : 

Principal  Examiner  (U.  S.  Employees'  Compensation  Commission) 

Principal  Examiner  (Bureau  of  Pensions) 

Principal  Examiner  (General  Land  Office) 

Principal  Examiner  (Bureau  of  Internal  Revenue) 

Principal  Examiner  (Post-Office  Department) 

Principal  Examiner  (Department  of  State) 

Principal  Examiner  (Bureau  of  War  Risk  Insurance) 

Principal  Examiner  (Interstate  Commerce  Commission) 

Principal  Examiner  (Department  of  Justice) 

Principal  Examiner  (Treasury  Department) 

Principal  Examiner  (Library  of  Congress) 

Principal  Examiner  (Department  of  Agriculture) 

Principal  Examiner  (Department  of  Labor) 

Principal  Examiner  (Federal  Farm  Loan  Bureau) 

Principal  Examiner  (Register  of  Wills,  District  of  Columbia)         ^   a  t^ci 

Specifications  of  Classes  in  Group  1  7  i  t  ^ 

Duties: 

Under  direction,  to  perform  one  or  more  of  the  following  functions : — 
(1)  To  act  as  an  adviser  to  Senior  Examiners;  (2)  to  supervise  the  work  of 
a  .section  or  other  minor  administrative  unit;  (3)  in  bureaus  or  services  with- 
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out  a  Head  Examiner,  to  act  as  Chief  Examiner  in  the  absence  or  disability 
of  that  official;  (4)  to  handle  cases  markedly  complicated;  (5)  to  assist  in  the 
preparation  of  memoranda  when  questions  of  policy  arise;  (6)  to  prepare 
drafts  of  reports  to  Ck)ngress;  (7)  to  assist  in  the  drafting  of  rules  and  regu- 
lations ;  and  to  perform  other  related  work. 

E^xamples:  Taking  final  action,  subject  to  review,  upon  application  for  land 
patents,  upon  pensions  and  Indian  claims,  and  upon  bonds  of  postmasters  and 
other  high  officials;  adjudicating  claims  for  excess  charges  for  transportation 
under  the  Interstate  Commerce  Acts;  supervising  the  work  of  an  administra- 
tive subdivision. 

Common  Qumliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
and  not  less  than  two  years'  experience  and  proven  ability  as  a  Senior 
Examiner  or  experience  considered  the  equivalent. 

Special  QnalificatiQiis: 

For  each  class  in  this  group,  familiarity  with  the  activities  of  the  depart- 
ment or  bureau  where  the  work  is  performed,  as  indicated  by  the  title  or  that 
class. 

Principal  Lines  of  Promotion 


From :  Senior  Examiner. 

To :  Head  Examiner ;  Chief  Examiner. 


Compensation  for  Classes  in  Group 

•    *    • 


Name  of  Qboup  of  Classes  : 
HEAD  EXAMINER 

Titles  or  Typical  Classes  in  Gboup: 

Head  Examiner  (Treasury  Department) 

Head  Examiner  (Bureau  of  War  Risk  Insnranee) 

Head  Examiner  (Bureau  of  Internal  Revenue) 

Head  Examiner  (Bureau  of  Pensions) 

Head  Examiner  (Creneral  Land  Office) 

Head  Examiner  (Federal  Farm  Loan  Bureau) 

Specifications  of  Classes  in  Group  i  T  O  U 

Duties: 

To  assist  a  Chief  Examiner  and,  in  the  absence  or  disability  of  that  official, 
to  take  charge  of  a  major  administrative  subdivision  of  a  large  bureau  or  office 
engaged  in  the  adjudication  of  claims  or  cases,  or  of  the  entire  examiner  force 
of  a  small  bureau  or  office ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  from  high  school  and 
from  an  accredited  school  of  law ;  not  less  than  two  years*  experience  as  Prin- 
cipal Hixaminer  or  experience  considered  the  equivalent ;  and  proven  administra- 
tive ability. 

Special  Qualifications: 

For  each  class  in  the  group,  familiarity  with  the  activities  of  the  department 
or  bureau  in  which  the  work  is  performed,  as  Indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From :  Principal  Examiner. 
To :  Chief  Examiner. 

Compensation  for  Classes  in  Group 

*    •    • 
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Name  of  Group  of  Classes  : 
CHIEF  EXAMINER 

Trn,Es  OF  Typicai.  Classes  in  Group: 

Chief  Examiner  (Federal  Farm  Loan  Bureau) 

Chief  Examiner  (Bureau  of  War  Risk  Insurance) 

Chief  Examiner  (Bureau  of  Pensions) 

Chief  Examiner  (Creneral  Land  Office) 

Chief  Examiner  (Treasury  Department) 

Chief  Examiner  (Register  of  Wills,  District  of  Columbia) 

Chief  Examiner  (U.  S.  Employees'  Compensation  Commission) 

diief  Examiner  (Bureau  of  Internal  Revenue) 

Specifications  of  Classes  in  Group  1  4  O  X 

Duties: 

Under  general  direction,  to  be  in  charge  of  a  major  administrative  suikIi- 
vision  of  a  large  bureau  or  office  engaged  in  the  adjudication  of  claims  or  cases, 
or  of  the  entire  examiner  force  of  a  small  bureau  or  office;  and  to  perform 
other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  aod 
from  an  accredited  school  of  law;  not  less  than  two  years'  experience  as  a 
Head  Examiner  or  three  years  as  a  Principal  Examiner  or  experience  consid- 
ered the  equivalent ;  and  proven  administrative  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  familiarity  with  the  activities  of  the  depart- 
ment or  bureau  in  which  the  worlc  is  performed,  as  indicated  by  the  title  of 
that  clasB. 

Principal  Lines  of  Promotion 

From:  Head  Examiner;  Principal  Examiner. 

ConpeiiaatioB  for  Classes  in  Group 


37.  THE  LIBRARY  SERVICE 


TfUa  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  requiring  knowledge  of  library  science  or  of  specialized 
hranches  thereof. 

CteinBRAL  CLAS8H8  '. 

LIbniry  AM 

Janlor  Library  AttUtaat 

Ubmrj  AMUtant 

8«nl«r  Library  Aaalataiit  (Group) 

Befannee  and  Bibllorraplilcal  AMfataaft 
Befcrcnca  BMcarch  Aaalatant  (Graap) 

Jular  Gatolocaer  and  ClaaaUlar 

Catalofaer  and  ClaMlller 

Saniar  Catalotner  and  ClaaiUler  (Granp) 

GlNBBAL   CL.A.88Bfl,    DEFASTMBNTAL   LIBRARIES  : 

Janlar  Library  Aaalatant  In  Charsa,  Departmantal  Library 
Library  Aafiatant  In  Chanra,  Departmental  Library 
Janlor  Special  Librarian*  Departmantal  Library  (Gmip) 
Senior  Special  Llbrarlali»  Departmental  Library  (Gmip) 
Admlnlatratlva  Librarian*  Departmental  Library 

General  Class,  High  School  Libraries  ; 
Hicb  School  Librarian 

Special  Classes^  Library  of  Congress  : 

Saparlntendant  af  Baadins  Room,  Library  of  ConKr< 

Cbiof  of  Bibliorraphy  Dlrlalon,  Libraiy  of  Concraaa 
Cbiaf  of  Card  Dlrialon,  Library  of  Contvais 
Ciilaf  of  Catalacna  DtTiafon*  Library  of  Concreaa 
Chief  of  ClaMlflcatlaB  Dirltion,  Library  of  ConcroM 
Chief  of  Docamenti  Dhialon,  Library  of  Congrcaa 
Chief  of  Mannacripti  DlTiiion*  Library  af  Contrata 
Chief  of  Ifapa  and  Cliarts  Dirlaion,  Library  af  Canti 
Chief  of  Matic  Dlrlslon,  Library  of  ConsreM 
Chief  af  Order  DlTiaion*  Library  of  Concreat 
Chief  of  Periodicala  DlTlaian,  Library  of  ConrraM 
Ciilef  of  Prints  DiTtilon,  Llbraiy  of  Confiaee 
Chief  of  a  Special  Collection,  Library  af  Consreia  (Gronp) 
Director,  Lefflalatlye  Beference  Serrice 
Law  Librarian,  Library  of  CongreM 

Directar  of  Work  with  Blind,  Library  of  ConcroM 

Aialatant  Librarian  of  Consreia 

Special  Classes,  Public  Library  : 

Chief  of  Circulation,  Public  Library— Diatrict  of  Columbia 

Children's  Librarian,  Public  Library— District  of  Columbia 
Director  of  Children's  Work,  Public  Library— Diatrict  of  Columbia 

Director  of  Training  Class,  Public  Library— District  of  Columbia 

Librarian,  Public  Library— Diatrict  of  Columbia 

Other  Class  in  the  Library  Service  : 
Philatelist 
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GENERAL  GLASSES 


Til  LE  OF  Class  : 
LIBRARY  AID 

Specifications  of  Class  1482 

Duties: 

Under  immediate  supervision,  to  assist  in  simple,  routine  work  in  any  divi- 
sion of  a  library. 

Examples:  Charging  and  discharging  books  at  the  circulation  desk;  getting 
books  from  shelves  by  number,  and  shelving  them ;  sorting,  stamping,  and  re- 
cording periodical  material;  preliminary  checking  and  collating  for  binding, 
labeling,  doing  simple  mending  and  repairing  of  books ;  assisting  in  elementary 
work  of  cataloguing;  doing  incidental  typewriting. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  schcM)!; 
preferably  some  elementary  library  training  or  experience,  or  graduation  from 
a  training  course  in  libraries  where  such  courses  are  maintained;  preferably 
isome  knowledge  of  modem  languages ;  accuracy  and  neatness. 

Principal  Lines  of  Promotion 

To:  Junior  Library  Assistant;  Junior  Library  Assistant  in  Charge,  Depart- 
mental Library. 

Compensation  for  Class 

Annual:  $1080-$1140-$1200 


Title  or  Class  : 

JUNIOR  LIBRARY  ASSISTANT 

Specifications  of  Class  I^OfJ 

Duties: 

Under  supervision,  to  assist  in  elementary  library  work  in  any  division. 

Examples:  Keeping  routine  records,  such  as  circulation  records,  accession 
records,  bindery  records,  or  other  division  records;  filling  orders  for  books, 
received  in  writing  or  over  the  telephone;  being  responsible  for  keeping  large 
groups  of  books  in  order;  collating  and  preparing  books  for  the  bindery;  pre- 
paring, under  direction,  exhibits  and  bulletins;  doing  simple  reference  and 
bibliographical  work ;  under  immediate  supervision,  classifying,  cataloguing,  and 
shelfllstlng  more  elementary  books,  manuscripts,  documents,  music,  maps,  prints, 
and  other  material. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  witli 
elementary  library  training  or  not  less  than  two  years'  experience  in  a  library 
using  modern  methods ;  some  knowledge  of  modem  foreign  languages ;  accuracy 
and  neatness. 

Principal  Lines  of  Promotion 

From :  Library  Aid. 

To:  Library  Assistant;  Junior  Cataloguer  and  Classifier:  High  School  Li- 
brarian ;  Children's  Librarian,  Public  Library — District  of  Columbia ;  Junior 
Library  Assistant  in  Char:?e,  Departmental  Library;  Library  Assistant  in 
Charge,  Departmental  Library. 

Compensation  for  Class 

Anrninl :  $1320-$1380-$1440-$1500 
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TiTi^B  OF  Glass  : 

LIBRARY  ASSISTANT 

Specifications  of  Class  1  4  O  4 

Duties: 

To  perform,  under  supervision,  work  of  a  technical  character  in  any  division 
of  a  library. 

Examples :  Assisting  in  reference,  bibliographical,  and  research  work ;  classi- 
fying and  cataloguing  books,  manuscripts,  maps,  prints,  documents,  etc ;  having 
supervision  over  periodical  and  loan  desk  records  and  binding  and  repair  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognized 
library  school;  not  less  than  one  year's  experience  in  a  library  using  modem 
methods ;  broad  knowledge  of  bibliographical  sources  of  Information  and  refer- 
ence books ;  and  a  reading  knowledge  of  two  modern  foreign  languages. 

Principal  Lines  of  Promotion 

From:  Junior  Library  Assistant 

To:  Reference  and  Bibliographical  Assistant;  Senior  Library  Assistant;  Li- 
brary Assistant  in  Charge,  Departmental  Library. 

Compensation  for  Class 

Annual:  $1560-41680-$1800-^1920 


Name  of  Gbotjf  of  Classes  : 
SENIOR  LIBRARY  ASSISTANT 

Titles  of  Typical  Classes  in  Group: 

Senior  Library  Assistant  (Manuscripts) 

Senior  Library  Assistant  (Botany) 

Senior  Library  Assistant  (Music) 

Senior  Library  Assistant  (Medicine) 

Senior  Library  Assistant  (Prints)  ^ 

Specifications  of  Classes  in  Group  I  tOO 

Duties: 

To  assist  in  the  superyision  of,  or  to  perform  work  of  an  advanced  character 
in  fields  of  library  science  which  require  the  application  of  various  branches  of 
library  technique  and  specialization  in  some  field  of  knowledge,  in  connection 
^Itb  a  departmental  library,  the  District  of  Columbia  Public  Library,  or  one 
of  the  divisions  of  the  Library  of  Congress. 

Examples :  Acting  as  reference  librarian  and  assisting  readers  In  the  use  of 
the  collections  of  the  library;  doing  advanced  reference-research  and  biblio- 
graphical work  in  a  special  subject,  such  as  law,  medicine,  music,  economics, 
sociology,  or  other  sciences  or  in  connection  with  collections  of  special  material, 
such  as  maps  and  charts,  prints,  manuscripts,  or  documents;  doing  advanced 
work  in  connection  with  ordering  books,  such  as  pricing  and  collating  rare 
books,  supervising  work  of  subordinate  assistants;  serving  as  assistant  libra- 
rian in  the  Public  Library  or  one  of  the  large  departmental  libraries. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school;  not  less  than  tw^o  years*  experience  in  responsible  work  in  a  library 
using  modern  methods ;  critical  knowledge  of  bibliographical  sources  of  informa- 
tion; good  working  knowledge  of  two  modern  foreign  languages;  and  super- 
visory ability. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  In  education  and  experience  in 
such  a  field  of  knowledge  as  may  be  designated,  as  Indicated  by  the  title  of 
tliat  class. 
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Principal  Lfnes  of  Promivtioii 

From:  Library  Assistant;  High  School  Ijibrarlan;  Referenoe  and  Biblio- 
graphical Assistant. 

To:  Reference  Research  Assistant;  Superintendent  of  Reading  Room,  Library 
of  Congress;  Chiefs  of  Order,  Periodicals,  Prints,  Bibliography-,  Card,  Docn- 
ments,  Manuscripts,  Maps  and  Charts,  and  Music  Divisions,  Library  of  Con- 
gress; Chief  of  a  Special  Collection,  Library  of  Congress;  Law  Libra riiiii. 
Library  of  Congress. 

Compensation  for  Classes  in  Group 

Annual:  $1980-$2100-$2220-$2340 


TrrLE  OF  Class  : 

REFERENCE  AND  BIBLIOGRAPHICAL  ASSISTANT 

Specifications  of  Class  1  4  O  U 

Dutiefl: 

To  assist  in  the  supervision  of  the  use  of,  or  to  perform  expert  work  with,  a 
reference  collection  of  books,  pamphlets,  maps,  and  other  printed  material ;  to 
keep  such  a  collection  up  to  date;  to  assemble  material  on  given  subjects  for 
special  use;  to  prepare  lists  of  exact  references  to  books,  periodical  literature, 
etc. :  to  act  as  bibliographical  adviser  to  research  workers  and  special  students ; 
to  assist  readers,  Members  of  Congress,  Government  or  other  agencies,  in  secur- 
ing desired  information ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognized 
library  school ;  not  less  than  two  years'  successful  experience  in  a  library  em- 
ploying modern  methods,  at  least  one  of  which  must  have  been  in  refarence 
work ;  critical  knowledge  of  bibliographical  sources  of  information ;  good  work- 
ing knowledge  of  two  modern  foreign  languages  and  of  general  subjects. 

Principal  Lines  of  Promotion 

From:  Library  Assistant. 

To:  Senior  Library  Assistant;  Reference  Research  Assistant;  Superintendent 
of  Reading  Room,  Library  of  Congress ;  Chief  of  Bibliography  Division,  Li- 
brary of  Congress. 

Compensation  for  Class 

Annual:  $1980-$210a-$222a-$2340 


Naice  of  Gboup  of  Classes  : 
REFERENCE  RESEARCH  ASSISTANT 

Titles  of  Typical  Classes  in  Gboup  : 

Reference  Research  Assistant  (Law) 

Reference  Research  Assistant  (Botany) 

Reference  R^isearch  Assistant  (Economics)  1  ^  ^  T 

Specifications  of  Class  in  Groups 
Duties: 

To  collect,  classify,  interpret,  and  make  available  by  means  of  compilations, 
abstracts,  digests,  indexes,  translations,  or  bulletins,  data  concerning  legisla- 
tion, economics,  or  other  special  subjects  in  order  to  meet  demands  for  such  in- 
formation ;  in  some  cases,  to  direct  such  work ;  and  to  perform  related  work  as 
required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recoj?nized  stjinding;  not  less  than  three  years'  experience  in  refer- 
ence library  or  bibliographical  work ;  good  working  knowledge  of  two  modem 
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fbreigti  laDguages ;  wide  general  acquaintance,  witl)  literature  and  bibliography ; 
an  analytical  mind  and  discriminating  judgment ;  and  facility  in  condensation 
and  literary  expression. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  education  and  experience  in 
such  a  field  of  Isnowledge  as  may  be  designated,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From :  Reference  and  Bibliographical  Assistant ;  Senior  Library  Assistant. 
To:  Chief  of  Documents  Division,  Library  of  Congress;  Director,  Legislative 
Reference  Service. 

Compensation  for  Classes  in  Group 

Annual:  $2400-$252O-$2640-$27e0 


Title  of  Class  : 

JUNIOR  CATALOGUER  AND  CLASSIFIER  1  /I  Q  Q 

Specifications  of  Class  I  4  O  O 

Duties: 

Under  immediate  supervision,  to  classify,  catalogue  or  shelf  list  books,  manu- 
scripts, documents,  music,  maps,  prints,  etc.,  and  assign  subject  headings  to 
such  material ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognizetl 
library  school;  broad  knowledge  of  reference  books;  reading  knowledge  of 
two  modem  foreign  languages;  and  accuracy. 

Principal  Lines  of  Promotion 

From :  Junior  Library  Assistant. 
To:  Cataloguer  and  Classifier. 

Compensation  for  Clam 

Annual :  $1440-9156O-$1680-$1800 


Title  of  Class: 

CATALOGUER  AND  CLASSIFIER 

Specifications  of  Class  1489 

Duties: 

Under  general  direction,  to  revise  the  cataloguing  and  shelf  listing  of  books, 
manuscripts,  documents,  music,  maps,  prints,  or  other  material;  to  catalogue 
material  of  the  most  dlfilcult  character,  or  to  prepare,  adapt,  and  apply 
schemes  of  classification ;  to  coordinate  and  edit  subject  headingH ;  and  to  per- 
form related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognized 
library  school;  not  less  than  two  years'  experience  in  advanced  cntnloguing; 
intimate  knowledge  of  the  theory  of  classification  and  of  bibliogr/iphlcal  sources 
of  Information  and  reference  books;  reading  knowledge  of  two  modern  foreign 
languages;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Junior  Cataloguer  and  Classifier. 

To:  Senior  Cataloguer  and  Classifier;  Chief  of  Catalogue  Division,  Library 
of  Congress ;  Chief  of  Classification  Division,  Library  of  Congress. 

Compensation  for  Class 

Annual:  $ia80-$2100-42220-$2340 


1490 
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Name  of  Gboup  of  Classes: 

SENIOR  CATALOGUER  AND  CLASSIFIER 

Titles  of  Typical  Classes  in  Group: 

Senior  Cataloguer  and  Claaufier  (American  History) 
Senior  Cataloguer  and  Classifier  (European  History) 
Senior  Cataloguer  and  Classifier  (Political  Science) 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  supervise  the  cataloguing,  classification  and  shelf 
listing  of  books,  manuscripts,  documents,  music,  maps,  prints,  etc,  dealing 
with  a  particular  field  of  knowledge ;  to  recommend  the  purchase  of  books  for 
the  collection;  to  assist  in  reference  and  research  work  in  that  subject;  to 
act  as  general  reviser  of  the  work  of  the  division ;  and  to  perform  related  work 
as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  graduation  from  a  recognized 
library  school ;  not  less  than  three  years'  experience  in  advanced  cataloguing 
and  clapsiflcatlon ;  intimate  knowledge  of  the  theory  of  classification,  of  bib- 
liographical sources  of  information  and  of  reference  books;  and  supervisory 
ability. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  education  and  experience  li> 
such  a  field  of  knowledge  as  may  be  designated,  as  indicated  by  the  tiUe  of 
that  class. 

Principal  Lines  of  Promotion 

From:  Cataloguer  and  Classifier. 

To:  Chief  of  Catalogue  Division,  Library  of  Congress;  Chief  of  Classiflcation 
Division,  Library  of  Congress ;  Chief  of  a  Special  Collection,  Library  of  Con- 
gress ;  Chief  of  Bibliography  Division,  Library  of  Congress. 

Compensation  for  Classes  in  Group 

Annual:  $2400-$2520-$264(>-|2760 


GENERAL   CLASSES— DEPARTMENTAL   LIBRARIES 


Title  of  Class: 

JUNIOR   LIBRARY   ASSISTANT    IN    CHARGE,    DEPARTMENTAL    LI- 
BRARY 

Specifications  of  Class  1401 

Duties: 

To  be  respouKible  for  the  custody  of  a  collection  of  books  in  a  department 
or  other  Government  agency,  involving  elementary  and  routine  library  work, 
such  as  the  checking,  charging,  and  discharging  of  books  and  periodicals;  and 
to  perform  ordinary  library  and  clerical  w^ork  as  reqidred. 

Qualifications:. 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  and 
elementary  library  training  or  its  equivalent  in  experience  in  a  library  using 
modem  methods. 

Principal  Lines  of  Promotion 

From:  Junior  Library  Assistant;  Library  Aid, 
To:  Library  Ai'sistant 

Compensation  for  Class 

Annual :  $1440-^1500-^1560 
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Tmjc  OF  Class: 

LIBRARY  ASSISTANT  IN  CHARGi;  DEPARTMENTAL  LIBRARY 

Specificatioiis  of  Clats  1  AUO 

DntiM:  i  •*  ^  ^ 

To  be  responsible  for  furnishing  a  library  service  in  connection  with  a  small 
collection  of  books  in  a  branch  of  the  Government  and  in  which  intensive 
specialization  as  to  subject  matter  is  not  required ;  and  to  perform  related  work 
as  required. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school ;  two  years'  experience  in  general  library  work  in  a  library  using  modern 
methods;  nnd  adaptability. 


Principal  Lines  of  Promotion 

From:  Junior  LllHrary  Assistant;  Library  Assistant 
To:  Senior  Library  Assistant 

Compensation  for  Claaa 

Annual:  $162(>-$168(>-$174O-|1800 


Naks  ov  Gboup  or  Classes  : 

JUNIOR  SPECIAL  LIBRARIAN,  DEPARTMENTAL  LIBRARY 

TnxEs  OF  Typical  Classes  in  Gboup  : 

Junior  Special  Librarian,  Departmental  Library  (Chemiatry) 

Junior  Special  Librarian,  Departmental  Library  (Fisheries) 

Junior   Special   Librarian,   Departmental   Library    (Agricultural   Extension 
Work) 

Specifications  of  Classes  in  Group  1  4  li  ri 

DntioB: 

Under  direction,  to  be  responsible  for  maintaining  a  selected  working  collec 
tion  of  material,  and  for  doing  intensive  reference,  bibliographical  and  research 
work  for  a  bureau  or  division  carrying  on  investigations  in  the  natural,  physical, 
or  economic  sciences,  of  importance  but  of  lesser  scope  or  development  than  those 
of  the  Government  agency  served  by  a  Senior  Special  Librarian ;  and  in  some 
instances  to  be  responsible  for  the  expenditure  of  funds  and  the  supervision  of 
assistants ;  and  to  perform  related  work  as  required. 

Common  QuaMcationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school ;  not  less  than  four  years'  experience  and  proven  ability  in  bibliographical 
reference  or  research  work;  good  working  knowledge  of  two  modern  foreign 
languages;  and  adaptability. 

Special  Qaalifications: 

For  each  class  in  the  group,  specialization  in  education  and  experience  iu  the 
subject  or  subjects  in  which  the  library  specializes,  as  indicated  by  the  title  of 
that  class. 

Compensation  for  Classes  In  Group 

Annual:  $ld80-$2100-$222(>-$2340 
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Name  of  Qboup  of  Classes: 

SENIOR  SPECIAL  LIBRARIAN/  DEPARTMENTAL  LIBRARY 

Titles  of  Typical  Classes  in  Group  : 

Senior  Special  Librarian,  Departmental  Library  (Geoloflry) 
Senior  Special  Librarian,  Departmental  Library  (Commerce) 
Senior  Special  Librarian*  Departmental  Library  (Patents) 

Specifications  of  Classes  in  Group         1494 

Duties: 

Under  direction,  to  be  responsible  for  maintaining  a  comprehensive  or  selected 
working  collection  of  materiajl  and  for  doing  intensive  reference,  bibliographi- 
cal, and  research  work  for  a  department  or  bureau  carrying  on  important  and 
extensive  investigations  In  the  natural,  physical,  or  economic  sciences  and  re- 
quiring in  such  investigations  a  highly  developed  library  service  and  expert 
bibliographical  assistance;  and  to  be  responsible  for  the  expenditure  of  funds 
and  the  supervision  of  assistants;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  r^resented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognised 
library  school;  not  less  than  Ave  years'  experience  in  library  work,  at  least 
three  of  which  must  have  been  in  reference  or  research  work;  good  workipg 
knowledge  of  two  modem  foreign  languages ;  and  administrative  ablUty. 

Special  Qualifications: 

For  each  class  In  the  group,  specialization  in  education  and  experience  in  the 
subject  or  subjects  in  which  the  library  specializes,  as  indicated  by  the  title  of 
that  class. 

Compensation  for  Classes  in  Group 

Annual:  $2520-$264(V42760-42880 


Title  of  Class: 

ADMINISTRATIVE  LIBRARIAN,  DEPARTMENTAL  LIBRARY 

Specifications  of  Class  1  4  1)  5 

Duties: 

Under  general  direction,  to  be  responsible  for  the  upbuilding  of  a  large 
comprehensive  collection  of  library  material  in  the  subject  or  subjects  covered 
by  the  activities  of  the  Government  agency  to  which  It  is  attached,  and  for 
making  It  available  to  that  agency,  through  the  use  of  modem  methods  of 
cataloguing,  bibliographical  and  reference  work;  to  be  responsible  for  the 
expenditure  of  funds  and  the  supervision  of  assistants  and  branch  libraries; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from 
an  institution  of  recognized  standing  and  library  school  training ;  and  not  leas 
than  five  years*  experience  In  successful  administrative  work  In  a  reference 
library  using  modem  methods. 

Compensation  for  Claaa 

Annual:  $262(M2640-f 2760-12880 
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GENERAL  CLASS— HIGH  SCHOOL  LIBRARIES 


TiTT£  OF  Class  : 

HIGH  SCHOOL  LIBRARIAN 

Specifications  of  Class  1  4  !i  (> 


Under  the  direction  of  the  Superintendent  of  Schools,  to  be  responsible  to  the 
principal  of  one  of  the  high  or  normal  schools,  for  the  up-building  of  a  working 
collection  of  books,  and  for  making  it  available  through  modem  methods  of 
cataloguing,  bibliographical  and  reference  work;  to  assist  pupils  and  teachers 
in  the  intelligent  use  of  the  collection,  and  to  instruct  pupils  in  the  use  of  ref- 
erence books  in  connection  with  their  prescribed  courses  of  study ;  to  stimulate 
a  love  of  reading  in  the  pupils  and  direct  their  independ^it  reading;  to  be 
responsible  for  the  attendance  and  discipline  of  the  groups  of  pupils  using  the 
library  at  certain  study  periods;  on  occasion,  to  give  instruction  to  groups  of 
pupils  in  the  elements  of  library  methods;  and  to  perform  relafed  work  as 
required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  library  school  training ;  broad  knowledge 
of  literature  and  of  the  curriculum  of  secondary  schools;  preferably  some  ex- 
perience in  reference  work;  some  experience  in  teaching  desirable;  and  sym- 
pathetic understanding  of  young  people. 

Principal  Lines  of  Promotion 

From :  Junior  Library  Assistant. 
To :  Senior  Library  Assistant. 

Compensation  for  Class 

Annual:  |1200-$1300-$140(V-$1600 


SPECIAL  CLASSES— LIBRARY  OF  CONGRESS. 


Tm^  OF  Class  : 

SUPERINTENDENT  OF  READING  ROOM,  LIBRARY  OF  CONGRESS 

Specifications  of  Class 
Duties: 


of  Coni 


To  direct  the  work  of  the  Reading  Room  of  the  Library  of  Congress;  to 
supervise  the  circulation,  reference  work,  and  service  to  readers  and  students, 
and  the  arranging  and  care  of  the  general  collections  of  the  library;  and  to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognized 
library  school ;  extended  experience  in  library  work ;  broad  knowledge  of  gen- 
eral literature,  reference  works,  and  bibliographical  sources ;  and  administrative 
ability.  « 

Principal  Lines  of  Promotion 

From  :  Reference  and  Bibliographical  Assistant ;  Senior  Library  Assistant 
To :  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $4000 
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Title  of  Glass: 

CmEF  OF  BIBLIOORAPHT  DIVISION,  LIBRARY  OF  CONGRESS 

Specificatioiui  of  Class  1498 

Duties: 

To  direct  the  work  of  the  Division  of  Bibliography  of  the  Library  of  Con- 
gress, including  such  advanced  reference  work  as  may  be  referred  to  it;  to 
supervise  the  preparation  of  lists  of  exact  references  to  books,  periodical  liter- 
ature, and  other  sources  for  the  guidance  of  readers  and  research  workers  In 
special  topics;  and  to  perform  other  related  work. 

QaaMcatioiu: 

Training  equivalent  to  that  repres^ited  by  graduation  with  a  degree  from 
an  institution  of  recognissed  standing  and  by  graduation  from  a  recognized 
library  school;  broad  experience  in  library  work;  wide  acquaintance  with  gen- 
eral literature,  reference  books,  bibliographies,  indexes,  and  other  librarians* 
aids ;  a  good  working  knowledge  of  two  modem  foreign  languages ;  and  admin- 
istrative ability. 

Principal  Lines  of  Promotion 

From:  Reference  and  Bibliographical  Assistant;  Senior  Cataloguer  and  das- 

sifler;  Senior  Library  Assistant 
To:  Assistant  Librarian  of  Congress. 

Compensatioii  for  Class 

Annual:  $8600 


Title  of  Class: 

CHIEF  OF  CARD  DIVISION,  LIBRARY  OP  CONGRESS  ^  (w. 

Specificatioiis  of  Class  i  4  J  •' 

Duties: 

To  direct  the  work  of  the  Card  Division  of  the  Library  of  Congress  in  dis- 
tributing printed  catalogue  cards  to  libraries  and  other  subscribers ;  to  devise 
ways  and  means  to  facilitate  the  ordering  of  cards  by  subscribers;  to  plan 
methods  for  the  care  of  the  stock ;  to  supervise  the  printing  of  catalogue  cards 
submitted  by  other  libraries ;  and  to  perform  other  related  work. 

Qualifications; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school;  broad  experience  in  library  work;  and  business  and  administrative 
abiUty. 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant  \ 

To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3600 


TiTXB  OF  Class:  • 

CHIEF  OF  CATALOGUE  DIVISION,  LIBRARY  OF  CONGRESS 

Specifications  of  Class  1  rr  A  A 

Duties:  lOUU 

To  direct  the  work  of  the  Catalogue  Division  of  the  Library  of  Congress; 
to  plan  the  catalogue  of  the  library,  and  to  supervise  its  development  and  ex- 
tension; to  plan  and  develop  special  and  auxiliary  catalogues;  to  make 
decisions  in  technical  questions  affecting  policies  and  the  technique  of  cata- 
loguing; to  superintend  the  selection  of  the  reference  collection  for  the  use 
of  the  division ;  and  to  perform  other  related  work. 
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Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognissed  standing  and  by  graduation  from  a  recognized 
library  school;  extended  experience  in  advanced  cataloguing;  good  working 
knowledge  of  two  modem  foreign  languages;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Cataloguer  and  Classifier ;  Senior  Catalogue)  and  Classifier. 
To :  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $4000  . 


TrruB  OF  Class: 

CHIEF  OF  CLASSIFICATION  DIVISION,  LIBRARY  OF  CONGRESS 

Specifications  of  Class  1  0  0 1 

Duties: 

To  direct  the  work  of  the  Classification  Division  of  the  Library  of  Congress ; 
to  adapt  or  prepare  schedules  of  classification  for  the  library;  to  supervise 
the  classification  and  shelf  listing  of  books,  or  personally  to  classify  boolcs  in 
special  fields ;  and  to  perform  other  relate|l  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school;  extended  experience  in  classification;  wide  acquaintance  with  biblio- 
graphical sources;  good  working  knowledge  of  two  modem  foreign  languages; 
and  administrative  ability.  • 

Principal  Lines  of  Promotion 

From:  Cataloguer  and  Classifier;  Senior  Cataloguer  and  Classifier. 
To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $8000 


TiTLB  OF  CUlSS  : 

CHIEF  OF  DOCUMENTS  DIVISION,  LIBRARY  OF  CONGRESS 

Spodfications  of  Class  1  ^(\0 

Duties:  lOVC 

To  direct  the  work  of  the  Documents  Division  of  the  Library  of  Congress; 
to  secure  and  make  available  in  the  library  collections,  the  ofiicial  publications 
of  national,  state,  county,  and  municipal  governments,  of  both  the  United 
States  and  foreign  governments ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work  in  political  science, 
economics,  or  statistics;  a  general  knowledge  of  library  science;  experience  in 
the  general  care  of  documents;  good  working  knowledge  of  two  modem  for- 
eign languages ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant ;  Reference  Researcl}  Assistant 
To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3600 
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Title  of  Class  : 

CHIEF  OF  MANUSCRIPTS  DIVISION,  LIBRARY  OF  CONGRESS 

Specifications  of  Class  1503 

Duties: 

To  direct  the  work  of  the  Manuscripts  Division  of  the  Library  of  Congress: 
to  obtain  by  gift  or  purchase  original  manuscripts  or  copies  important  a* 
historical  source  material,  or  otherwise  valuable;  to  supervise  the  safeguard- 
ing and  preservation  of  this  material  from  deterioration;  to  make  it  avail- 
able to  scholars  by  proper  cataloguing,  classification,  and  indexing;  to  advise 
and  assist  investigators  in  historical  research ;  to  supply  historical  and  archival 
information ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  American  and  European 
history ;  general  knowledge  of  library  science ;  experience  in  responsible  archival 
work;  proven  ability  in  literary  and  historical  research;  good  working  knowl- 
edge of  French  and  Spanish ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From  :  Senior  Library  Assistant. 
To :  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $4000 


Title  of  Class  : 

CHIEF  OF  MAPS  AND  CHARTS  DIVISION,  LIBRARY  OF  CONGRESS 

Specificationa  of  Class  J  0  (J  4 

Duties: 

To  direct  the  work  of  the  Division  of  Maps  and  Charts  of  the  Library  of 
Congress ;  to  develop  and  make  available  the  collection  of  maps,  charts,  atlases, 
and  of  books  relating  to  cartography ;  to  supervise  the  cataloguing,  classifica- 
tion, and  care  of  the  collection:  to  advise  and  assist  investigators;  and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  general  knowledge  of  library  science; 
extended  and  successful  experience  In  work  with  maps,  charts,  and  atlases^ 
or  its  equivalent;  good  working  knowledge  of  two  modern  foreign  languages 
and  of  the  bibliography  of  the  subject;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Library  Assistant. 
To :  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3000 


Title  of  Class  : 

CHIEF  OF  MUSIC  DIVISION,  LIBRARY  OF  CONGRESS 

Specifications  of  Class  1  OUtJ 

Duties: 

To  direct  the  work  of  the  Music  Division  of  the  Library  of  Congress;  to 
develop  and  make  available  the  collection  of  music  and  musical  literature:  to 
supervise  the  cataloguing,  classification,  and  care  of  music,  to  prepare  lists 
and  bibliographies  of  musical  literature;  and  to  perform  other  related  work. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  Institution 
of  recognized  standing,  with  special  work  in  music,  especially  its  theory  and 
history;  general  knowledge  of  library  science;  extended  experience  in  th« 
general  care  of  a  collection  of  music ;  broad  bibliographical  knowledge  of  music 
and  musical  literature;  good  working  knowledge  of  two  modem  foreign  lan- 
guages; and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant. 
To :  Assistant  Librarian  of  Ck>ngress. 

Compensation  for  Class 

Annual:  $3000 


Title  of  Glass  : 

CHIEF  OF  ORDER  DIVISION,  LIBRARY  OF  CONGRESS 

Specifications  of  Class  1506 

Daties: 

To  direct  the  work  of  the  Order  Division  of  the  Library  of  Congress ;  to  super- 
vise the  work  of  obtaining  books,  maps,  music,  periodicals,  and  prints,  through 
purchase,  gift,  exchange,  and  transfer;  to  prepare  memoranda  on  questions 
from  correspondents  as  to  where  and  at  what  price  books  may  be  bought;  to 
supervise  the  work  of  the  Publications  Section;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school;  broad  experience  in  library  work;  Intimate  knowledge  of  books  and 
their  value  and  of  bibliographical  aids;  special  acquaintance  with  the  book 
market;  good  working  knowledge  of  two  modern  foreign  languages;  and  busi- 
ness and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant. 
To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3000 


TrrLE  OF  Class  : 

CHIEF  OF  PERIODICALS  DIVISION,  LIBRARY  OF  CONGRESS 


Specifications  of  Class  "i  K(\*V 

Daties:  lOVi 

To  direct  the  work  of  the  Periodicals  Division  of  the  Library  of  Congress;  to 
develop,  make  available,  and  supervise  the  care  and  use  of  the  collection  of 
periodicals;  to  supervise  the  periodical  reading  room  and  reference  work  for 
readers ;  to  furnish  Information  drawn  from  the  collection,  to  meml>ers  of  Con- 
gress and  Government  agencies;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school ;  thorough  knowledge  of  periodical  and  newspai)er  publishing,  American 
and  foreign;  broad  experience  in  library  work,  preferably  with  periodicals; 
good  working  knowledge  of  two  modern  foreign  languages ;  and  administrative 
ability. 

Principal  Lines  of  Promotion 

From:  Senior  Library  Assistant. 
To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3000 
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Tmx  OF  Glass  : 

CHIEF  OF  PRINTS  DIVISION,  LIBRARY  OF  CONGRESS 

Speciflcationa  of  Class  1508 

Duties: 

To  direct  the  work  of  the  Prints  Division  of  the  Library  of  Congress;  to 
develop  and  make  available  the  material,  descriptive  or  illustrative,  of  the 
various  fields  of  art,  such  as  architecture,  sculpture,  painting,  engraving, 
ceramics,  metal-work  and  textiles;  to  supervise  the  classification,  cataloguing, 
and  care  of  such  material  and  the  organization  of  suitable  exhibits;  and  to 
perform  other  related  work. 

Qaaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  special  work  in  the  history  of  art; ' 
experience  in  the  care  and  handling  of  art  material,  especially  of  prints ;  thor- 
ough knowledge  of  the  intrinsic  as  well  as  of  the  market  value  of  such  ma- 
terial; general  knowledge  of  library  science;  good  working  knowledge  of  two 
modern  foreign  languages;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant 
To:  Assistant  Librarian  of  Congress. 

Compensation  for  Class 

Annual:  $3000 

Name  of  Gboup  of  Ci^asses: 

CHIEF  OF  A  SPECIAL  COLLECTION,  LIBRARY  OF  CONGRESS 

Titles  of  Typical  Classes  in  Gboup  : 

Chief  of  a  Special  Collection,  Library  of  Congress  (Semitic) 
Chieff.Sp«d.lCoUect.on.Lib»^ofCong«„(SUWc) 

Specifications  of  Oasses  in  Gronp  LUVJ  ^' 

Duties: 

Under  general  direction,  to  supervise  the  cataloguing,  classification,  and 
shelf  listing  of  the  books,  manuscripts,  and  other  material,  in  some  special 
collection  of  the  Library  of  Congress,  such  as  in  the  Semitic  or  Slavic  lan- 
guages, or  on  some  special  subject ;  to  make  the  collections  available  for  use  to 
students  and  investigators,  and  to  the  public  in  general;  to  build  it  up,  in 
view  of  its  economic  and  ethnological  importance,  as  well  as  of  the  his- 
tory and  literature  of  the  countries,  by  suggestions  as  to  purchase  and  acquisi- 
tion; to  perform  reference  and  research  work  in  the  subject,  and  other  related 
work. 

Common  Qoalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  tram 
an  institution  of  recognized  standing ;  long  experience  in  a  library  using  modon 
methods;  and  administrative  abilty. 

Special  Qaaliflcations: 

For  each  class  in  the  group,  specialization  in  education  and  experience  in  the 
languages  or  subject  called  for,  as  indicated  by  the  title  of  that  class.  (For 
the  Semitic  Collection,  a  degree  from  a  Yeshibah  [Talmudical  academy]  is  de- 
sirable, and,  for  the  Slavic  Collection,  a  degree  from  a  Russian  university.) 

Principal  Lines  of  Promotion 

From :  Senior  Library  Assistant ;  Senior  Cataloguer  and  Classifier. 

Compensation  for  Classes  in  Gronp 
Annual:  $3000 
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TnxE  ov  Glass: 

DIRECTOR,  LEGISLATIVE  REFERENCE  SERVICE 

Specificatioiui  of  Ckss  .  1  /l  I  f ) 

Duties:  duxyp 

To  direct  tlie  work  of  the  Legislative  Reference  Service  of  the  Library  of 
Congress;  to  be  responsible  for  the  collecting,  classifying,  interpreting,  and 
making  available  by  compilations,  digests,  abstracts,  indexes,  translations,  bulle- 
tins, and  special  memoranda,  data  concerning  legislation,  history,  economics, 
statistics  or  other  special  subjects,  as  needed  by  members  of  Congress,  com- 
mittees, and  others  In  connection  with  pending  legislation;  and  to  perfom^ 
other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  training  in  law,  political  science,  and 
economics;  not  less  than  five  years'  experience  in  reference  research  or  bib- 
liographical work ;  special  knowledge  of  legislative  history  and  procedure ;  good 
working  knowledge  of  two  modem  foreign  languages;  analytical  mind;  dis- 
criminating judgment;  facility  in  condensation  and  in  literary  expression; 
administrative  ability;  and  tact 

Principal  Lines  of  Promotion 

From:  Reference  Research  Assistant 

Compensation  for  Class 

Annual:  $4000 


TnuE  ow  Class: 

LAW  LIBRARIAN,  UBRART  OF  CONGRESS 

Speeifications  of  Class 


1511 


Under  the  general  direction  of  the  Librarian  of  Congress,  to  direct  the  work 
of  the  Law  Library  of  the  United  States  Supreme  Court  at  the  Capitol  and  of 
the  law  collection  in  the  Library  of  Congress;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  from  a  recognized  law  school ;  extended 
experience  in  the  work  of  a  law  library ;  thorough  knowledge  of  library  science ; 
and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Library  Assistant 

Compensation  for  Class 

Annual:  $4000 

TrnjB  OF  CiASS: 

DIRECTOR  OF  WORK  WITH  BUND,  LIBRARY  OF  CONGRESS 

Speeifications  of  Class  1  ^  1  O 

Duties:  lOlC 

To  supervise  the  work  of  the  reading  room  in  the  Library  of  Congress,  con- 
taining the  books  for  the  blind;  to  be  responsible  for  the  ordering  and  cata- 
loguing of  books  in  raised  type  for  the  blind ;  to  see  to  the  comfort  of,  and  to 
arrange  entertainments  for  users  of  the  collection;  and  to  perform  otiher 
related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
special  training  in  work  for  the  blind ;  and  knowledge  of  the  styles  of  raised 
type  and  the  devices  used  for  the  instruction  and  amusement  of  the  blind. 

Compensation  for  Class 

Annual:  $1680-^1800-n$192(>-$2040 
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Title  of  Glass  : 

ASSISTANT  LIBARIAN  OF  CONGRESS 

Specifications  of  Class  1  0  ±  t) 

Duties: 

To  assist  the  Librarian  of  Congress  in  administrative  work,  and  to  act 
for  him  in  his  absence;  particularly  to  supervise  the  reference  work  of  the 
library  and  the  development  of  the  collections  by  purchase;  and  to  perform 
related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognissed  standing;  and  extensive  experience  in  admin- 
istrative library  work. 

Principal  Lines  of  Promotion 

From :  Chiefs  of  Divisions,  Library  of  Congress. 

Compensation  for  Class 


SPECIAL  CLASSES— PUBLIC  LIBRARY 


TiTiK  OF  Class: 

CHIEF  OF  aRCULATION,  PUBLIC  LIBRARY— DISTRICT  OF  COLUM- 
BIA 

Specifications  of  Class  1  0 1 4 

Duties: 

Under  general  supervision,  to  direct  the  work  of  the  Clrculatitm  Dlvisicm 
of  the  Free  Public  Library  of  the  District  of  Columbia ;  to  supervise  the  home 
circulation  of  books  from  all  divisions  of  the  Library,  its  branches  and  other 
agencies,  and  the  keeping  of  records;  to  stimulate  the  use  of  the  best  books; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  graduation  from  a  recognized 
library  school;  not  less  than  five  years'  experience  in  responsible  work  in 
a  circulating  library  using  modern  methods;  administrative  ability;  poise 
and  tact 

Principal  Lines  of  Promotion 

From:  Library  Assistant. 

Compensation  for  Class 

Annual:  $204(>-$2ie0-$228(>-$2400 


Title  of  Class  : 

CHILDREN'S  LIBRARIAN,  PUBLIC  LIBRARY— DISTRICT  OF  COLUM- 
BIA 1  r  1  r 

Specifications  of  Class  1  O  X  O 

Duties: 

To  assist  in  the  supervision  of,  and  to  perform  work  in  connection  with,  a 
collection  of  books  and  other  printed  material  set  apart  in  the  Free  Public 
Library  of  the  District  of  Columbia  for  the  use  of  children;  to  assist  in 
keeping  the  collection  up  to  date;  to  stimulate  the  interest  of  children  in  the 
use  of  a  library  by  such  methods  as  story-telling,  organizing  and  conducting 
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clubs,  and  working  with  schools  and  parents;  and  to  perform  related  work 
as  required. 

Qttalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  or  normal  school  of  recognized  standing ;  library  s<:hool  training 
in  children's  work;  not  less  than  two  years'  experience  in  children's  work  in 
a  library  using  modem  methods;  and  sympathetic  understanding  of  children. 

PrindiMil  Lines  of  Promotion 

From :  Junior  Libi*ary  Assistant. 

To :  Director  of  Children's  Work,  Public  Library — District  of  Columbia. 

Compensation  for  Class 

Annual:  $1620-|1680-$1740-$1800 


TnxE  OF  Class: 

DIRECTOR  OF  CHILDREN'S  WORK,  PUBLIC  LIBRARY— DISTRICT  OF 
COLUMBLA 

Specifications  of  Class  1516 

DntieB: 

To  direct  the  use  of,  and  to  perform  expert  work  with,  a  collection  of  books 
and  other  printed  material  set  apart  for  children  in  the  Free  Public  Library 
of  the  District  of  Columbia  and  its  branches,  and  to  keep  such  a  collection  up 
to  date ;  to  stinmlate  the  Interest  of  children  in  the  use  of  a  library  by  such 
methods  as  story- telling,  organizing  and  conducting  clubs,  and  working  with 
schools  and  parents ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  or  normal  school  of  recognized  standing;  library  school  training  in 
children's  work;  not  less  than  four  years'  experience  in  children's  work  In  a 
library  using  modem  methods ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Children's  Librarian,  Public  Library — District  of  Columbia. 

Compensation  for  Class 

Annual:  $1980-$2100-$222(>-$2340 


Title  or  Class: 

DIRECTOR  OF  TRAINING  CLASS,  PUBLIC  LIBRARY— DISTRICT  OF 
C0LUMBL4 

Specifications  of  Class  1^17 

Doties:  I  O  .H 

Under  direction,  to  be  responsible  for  the  examination  and  selection  of  those 
qualified  for  entrance  to  the  library  training  classes  conducted  by  the  Free 
Public  Library  of  the  District  of  Columbia;  to  arrange  the  courses  of  study; 
to  instruct  and  select  Instructors  and  aot  as  adviser  In  making  appointments 
from  the  eligible  list  of  those  completing  the  course;  to  perform  similar  work 
for  the  staff  and  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
in.stitution  of  recognized  standing  and  by  graduation  from  a  recognized  library 
school ;  not  less  than  five  years'  experience  in  a  library  using  modern  methods ; 
ability  to  judge  character  and  capabilities;  and  teaching  and  administrative 
ability. 

Compensation  for  Class 

Annual :  $1980-$210(>-$2220-$2340 
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Title  of  Class  : 

LIBRARIAN,  PUBLIC  LIBRARY— DISTRICT  OF  COLUMBIA 

Speeiflcatioiia  of  Class  1  0  X  O 

Duties: 

To  administer  the  Free  Public  Library  of  the  District  of  Columbia ;  to  select 
the  library  staff;  to  make  up  the  library  budget;  to  make  recommendations  as 
to  the  policies  of  the  library  and  to  present  the  more  Important  problems  of 
policy  and  administration  to  the  Board  of  Trustees  for  approval ;  and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  long  administrative  experience  in  library 
work ;  broad  knowledge  of  literature  and  civic  affairs ;  good  working  knowledge 
of  foreign  languages;  and  administrative  and  organizing  al^illty. 

Compensation  for  Class 


OTHER  CLASS  IN  THE  LIBRARY  SERVICE 


TxTLB  or  Class: 

PHILATELIST  1  ri  (i 

SpedficaUons  of  Class  1  t)  1 « 

Duties: 

To  perform,  Individually  or  with  associates  or  subordinates,  work  of  major 
importance  in  scientific  philately ;  to  care  for  collections ;  to  plan  and  execute 
research,  or  to  perform  administrative  work  arising  in  connection  with  such 
activities;  to  propose  and,  in  some  cases,  to  determine  plans  under  existing 
laws  and  regulations ;  and  to  carry  on  other  major  lines  of  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  history;  at  least 
three  years'  graduate  work,  or,  in  the  absence  of  graduate  work,  practical 
experience  regarded  as  its  full  equivalent;  not  less  than  five  years'  experience 
in  the  successful  prosecution  or  administration  of  work  in  scientific  philately; 
ability  to  read  French  and  German,  or  equivalent  language  training ;  theoretical 
knowledge  of  methods  of  stamp  production  and  of  old  and  new  methods  of 
paper  manufacture ;  familiarity  with  the  field  of  philately  and  with  the  methods 
of  determining  the  authenticity  of  specimens;  large  capacity  and  proven  pro- 
ficiency. 

Compensation  for  Class 

Annual:  $1800-^1920-$2040-$2160 


38.  THE  MEDICAL  SCIENCE  SERVICE 


TliJis  service  includes  classes  of  positions,  the  duties  of  which  are  to  supervise 
or  to  perform  work  requiring  knowledge  of,  or  experience  in,  medicine  and 
surgery,  including  veteriivary  science,  in  dentistry,  or  in  pharmacy. 

Child  Htoibnb  : 

SpecUUrt  la  Child  Hyffiene 
DIrMtor,  Child  Hyglai*  DiTliion 

Dbntistbt: 

b«iitel  iBtonM 
I>«Btel  Sargwn 

Dental  BjwUmiat 

Dental  laapacter,  Pablle  Schoeli 

MSDXCINB,  QtVSVaXL,  AND   PUBLIC   HSAIAH  I 

Jnnior  Medical  Offlecr  (Groap) 
Aaelstant  Medical  Olllcer  (Gronp) 
Aaaedate  Medical  OMeer  (Gronp) 
Medical  Oflcer  (Grevp) 
Senier  Medical  OMeer  (Gronp) 

Aaeiatant  Medical  Rwawiner 

Medical  Examiner 

Medical  BeTiewcr 

Amietaat  Medical  Referee,  Peniion  OAlee 

Medical  Referee,  Penaion  Office 

Medical  Advieer 

Aeeiataat  Snperintendent  and  Medical  Director,  St.  EUsabetha  Hoepital 
Superintendent' and  Medical  Director,  St.  Elisabetlia  Hospital 

Medical  Inspector,  Contaffiena  Diaeaaea    District  of  Colnmbia 
Chief  of  Barean  of  Prerentable  Diaeaaea — ^District  of  Colaabia 

Medical  Inspector,  Public  flcliools 
Chief  Medical  Inspector,  Pnblic  Schools 

Assistant  Health  Officei^District  of  Colombia 
Health  Olilcor— District  of  Colnmbia 

Snrgeon  (Police  and  Fire  Departments) 
Physidaa  to  tiie  Poor— -District  of  Colnmbia 

Coroner — District  of  Colnmbia 

Phabmacoloot  : 

Jonlor  Pharmacolosiat 
Assistant  Pharmaceieclst 
Associate  Pharmacologiat 
Pharmacologist 
Senior  Pharmacolosiat 

Phabmacy  : 

Student  Pharmacist 
Pharmacist 

Vbtbbinabt  Mbdicinb  and  Bactbbioloot  : 
Junior  Veterinarian 
Assistant  Veterinarian 
Associate  Veterinarian 
Veterinarian 
Senior  Veterinarian 

715 
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Vetbrinabt  Medicine  and  Bactebiologt — Continued. 
Judor  Veterinary  Baeterloloffiit 
Amifltaat  Veterinary  Baeteriologlst 
Awoclate  Veterinary  Bacteriologist 
Veterinary  Bacterioloffiat 
Senior  Veterinary  Baeterioloffist 

Junior  Veterinary  Patholofflst 
Aaoistent  Veterinary  Patlioloffiat 
A«aociate  Veterinary  Pattiolegist 
Veterinary  Patiioloffiat 
Senior  Veterinary  Patholoffiat 

Chief  Food  Inspector— District  of  Columbia 

Chief,  Bnreaa  of  Animal  Indnstry 


CHILD    HYGIENE 


Title  of  Glass:        , 

SPECIALIST  IN  CHILD  HYGIENE 

Specifications  of  Class  1  OiCv) 

Duties: 

Under  the  Director  of  the  Child  Hygiene  Division,  to  plan  and  conduct  in- 
vestigations of  the  causes  of  infant  child,  and  maternal  mortality  in  selected 
rural  and  urban  communities,  of  methods  of  mortality  prevention,  of  dangerous 
and  injurious  occupations,  and  of  other  matters  relating  to  the  health  of  chil- 
dren; to  investigate  maternal  and  child  welfare  through  the  holding  of  con- 
ferences; and  to  perform  related  work  as  required. 

Qaalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  three  years*  specialization  in  the  hygiene  and  diseases  of  childhood, 
or  in  the  preventidn  of  Infant  and  child  mortality  by  public  or  private  agen- 
cies; good  Judgment  and  tact. 

Principal  Lines  of  Promotion 

From:  Junior  Medical  Officer. 

To:  Director,  Child  Hygiene  Division. 

Compensation  for  Class 

Annual:  $S60(M384O-$4080-$4320-^4560 


1521 


Tftle  of  Class: 

DIRECTOR,  CHILD  HYGIENE  DIVISION 

Specifications  of  Class 
Duties: 

To  serve  as  adviser  of  the  Children's  Bureau,  Department  of  Labor,  In  mat- 
ters of  hygiene,  and  to  direct  the  work  of  the  Child  Hygiene  Division;  in 
cooperation  with  other  experts,  to  conduct  investigations  of  dangerous  and 
injurious  occupations,  of  the  social  factors  responsible  for  high  infant  mortality, 
and  of  other  health  matters ;  and  to  perform  other  related  Work. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
not  less  than  three  years'  specialization  in  the  hygiene  and  diseases  of  child- 
hood or  three  years'  responsible  experience  in  public  health  work;  and  ad- 
ministrative ability. 

Principal  Lines  of  Promotion 

From:  Specialist  in  Child  Hygiene;  A^slstant  Medical  Officer. 

Compensation  for  Class 

Annual:  $3000-^240-|3480 
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DENTISTRY 

TiTi^  OF  Class: 

DENTAL  INTERNE  1522 

Specifications  of  Class  ^  *^ 

Duties: 

Vnder  supervision,  to  perform,  in  a  Government  hospital,  ordiuury  dental 
operations  and  give  the  treatments  common  to  general  dental  practice. 
Examples :  Extracting  and  filling  teeth ;  making  and  fitting  artificial  plates. 

Qualifications: 

Graduation  with  a  degree  from  a  dental  school  of  recognized  standing. 

PrinciiwI  Lines  of  Promotion 
To:  Dental  Surgeon. 

Compensation  for  Class 

Annual :  $720-$840-$960-$108(>-$1200 


Title  of  Class: 
DENTAL  SURGEON* 


Specifications  of  Class  1^9'- 


Duties: 

In  a  Government  hospital,  to  supervise  or  perform  operations  and  to  give 
treatments  common  to  general  dental  practice. 

Examples:  Cleaning,  filling,  and  extracting  teeth;  correcting  dental  de- 
formities. 

Qualifications: 

Graduation  with  a  degree  from  a  dental  school  of  recognized  standing;  and 
not  less  than  three  years'  oxporlonce  in  the  practice  of  dentistry. 

Principal  Lines  of  Promotion 

From:  Dental  Interne. 

Compensation  for  Class 

Annual:  $2040-|216(>-$2280 


Title  of  Class: 
DENTAL  HYGIENIST 

Specifications  of  Class  1524 

Duties: 

To  assist  dental  surgeons  In  a  Government  hospital  In  the  performance  of 
their  duties ;  or,  to  give  oral  prophylactic  treatment  in  public  schools  or  dental 
infirmaries;  to  give  instruction  in  oral  hygiene;  and  to  perform  other  related 
work. 

Examples:  Mixing  filling  materials;  preparing  anesthetizing  solutions;  re- 
moving deposits,  accretions,  and  stains  from  the  teeth;  polishing  teeth;  mak- 
ing records  of  condition  of  teeth  and  of  work  that  should  be  done  thereon; 
making  reports  as*  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school*  and 
graduation  with  diploma  from  a  rentable  school  of  dental  hygiene;  and  not 
less  than  six  months*  experience  In  the  practice  of  dental  hygiene. 

Compensation  for  Class 

Annual:  $120M132(>-^144(>-$1560 

^  Part-time  employees  included. 
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Title  of  Class: 

DENTAL  INSPECTOR,  PUBLIC  SCHOOLS' 

Specificatioiui  of  Class  1525 

Dnties: 

Under  the  general  direction  of  the  Chief  Medical  Inspector,  to  visit  periodi- 
cally the  public  schools,  examine  the  teeth  and  adnexa  of  pupils,  and  report  on 
their  condition  to  the  medical  Inspector;  to  give  instruction  in  oral  hygi^ie; 
and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  a  dental  school  of  recognized  standing;  and 
not  less  than  one  year's  experience  in  the  practice  of  dentistry. 

Compensation  for  Class 
Annual:  $840 


MEDICINE,  GENERAL,  AND  PUBLIC  HEALTH 


Name  of  Obottp  ov  Olassbb  : 
JUNIOR  MEDICAL  OFFICER 

Titles  of  Typical  Classes  in  Gboxjf  : 

Junior  Medical  Ofllcer  (Medidne) 

Junior  Medical  Officer  (Pathology) 

Junior  Medical  Officer  (Bacteriology) 

Junior  Medical  Officer  (Psychology) 

Junior  Medical  Officer  (Psychiatry) 

Junior  Medical  Officer  (Physiology)  (Medical  Zoology) 

Junior  Medical  Officer  (Roentgenology)  (Venereology) 

Junior  Medical  Officer  (Serology)  (Anesthesia) 

Specificiitions  of  Oasses  in  Group  J  0^  v) 

Dnties: 

Under  immediate  supervision,  to  assist  in  the  details  of  the  medical  work 
of  a  hospital  or  other  Government  establishment,  involving  the  care,  treatm^t, 
and  investigation  of  the  sick,  and  to  perform  related  work  as  required. 

Examples :  Serving  as  medical  or  surgical  interne  or  as  a  Junior  assistant  in 
pathology,  bacteriology,  psychology,  psychiatry,  or  other  specialized  branches 
of  medical  science;  administering  anesthetics;  making  roentg^iographlc  and 
fluoroscope  examinations. 

Common  Qualifications: 

Training  equivalent  to  thkt  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or  graduation  with  a  degree  fn>m  a  med- 
ical school  of  recognized  standing. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  in  a  given  field,  as 
indicated  by  the  title  of  that  class;  and  for  a  position  as  medl^  or  surgloil 
interne,  a  degree  from  a  medical  school  of  recognized  standing. 

Principal  Lines  of  Promotion 

To:  Assistant  Medical  Officer;  Specialist  in  Child  Hygiene. 

Compensation  for  Classes  in  Group 

Annual:  $1140 


^Part-time  employees  included. 
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Namk  of  Gbottp  of  Classks  : 
ASSISTANT  MEDICAL  OFFICER 

T1T1.E8  OF  Typical  Classes  in  Gbotjf  : 

Assistant  Medical  Officer  (Medidne) 

Assistant  Medical  Officer  (Bacteriology) 

Assistant  Medical  Officer  (Pathology) 

Assistant  Medical  Officer  (Psychology) 

Assistant  Medical  Officer  (Psychiatry) 

Assistant  Medical  Officer  (Physiology)  (Medical  Zoology) 

Assistant  Medical  Officer  (Venereology) 

Assistant  Medical  Officer  (Serology) 

0^  i 

Duties: 

Under  supervision,  to  assist  in  the  more  responsible  treatment  and  care  of  or 
the  examination  or  investigation  of  conditions  affecting  patients  in  a  hospital 
or  other  Oovemment  establishment ;  to  supervise  the  ^ork  of  nurses  or  other 
trained  technical  assistants;  and  to  perform  related  work  as  required. 

Examples:  Serving  as  Assistant  Physician  in  the  care  and  treatment  of  pa- 
tients, or  diagnosing  diseased  conditions  in  Individuals  coming  under  tiie  care 
of  the  Government  or  one  of  Its  departments ;  administering  anesthetics ;  giving 
X-ray  treatments. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  or  graduation  with  a  degree  from  a  med- 
ical school  of  recognized  standing ;  and  not  less  than  three  years'  experience  in 
the  specialty  required. 

Special  Qaalifications: 

For  each  class  in  the  group,  specialization  In  training  and  experience  In  a 
given  field  as  Indicated  by  the  title  of  that  class ;  and  for  service  as  a  physician, 
u  degree  from  a  medical  school  of  recognized  standing. 

Principal  Lines  of  Promotion 

From :  Junior  Medical  Officer 

To:  Associate  Medical  Officer;  Director,  Child  Hygiene  Division. 

Compensation  for  Classes  in  Group 

Annual:  $204M216(>-|228(M2400 


Name  of  Gboup  or  Classes  : 
ASSOCIATE  MEDICAL  OFFICER 

Tttles  of  Ttfical  Classes  in  Gboxtp  : 

Associate  Medical  Officer  (Medicine) 
Associate  Medical  Officer  (Bacteriology) 
Associate  Medical  Officer  (Pathology) 
Associate  Medical  Officer  (Psychology) 
Associate  Medical  Officer  (Psychiatry) 
Associate  Medical  Officer  (Neurology) 
Associate  Medical  Officer  (Serology)  (Physiology) 
Associate  Medical  Officet  (Medical  Zoology) 

Specifications  of  Oaas  in  Group  1  t)  ^  O 

Duties: 

Under  direction,  to  talce  charge  of  a  less  responsible,  or  to  assist  In  a  more 
responsible  service  in  a  hospital  or  other  Government  establishment ;  to  assume 
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partial  supervisory  responsibility  for  nurses  or  other  technically  trained  em 
ployees;  to  supervise  and  direct  the  details  of  related  work  in  specified  as- 
signments, or  to  carry  out  work  of  a  semi-Independent  nature  pertaining  to  the 
care,  treatment,  or  investigation  of  the  sick;  to  make  investigations  pertaining 
to  diseases  or  public  health  matters ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or  graduation  with  a  degree  from  a 
medical  school  of  recognized  standing;  not  less  than  five  years'  exi)erience  in 
the  specialty  required. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  In  training  and  experience  In  a 
given  field,  as  indicated  by  the  title  of  that  class :  and  for  service  as  a  physici;in 
or  surgeon,  or  in  one  of  the  specialties  of  medical  practice,  a  degree  from  a 
medical  school  of  recognized  standing. 

Principal  Lines  of  Promotion 

From:  Assistant  Medical  Officer. 
To:  Medical  Officer. 

Compensation  for  Classes  in  Group 

Annual:  $252O-$276O-$3OOO-^240-$348O 


Name  of  Group  ov  Classes  : 

MEDICAL  OFFICER 

Titles  of  Typical  Classes  in  Gboup  : 

Medical  Ofllcer  (Medicine) 
Medical  Officer  (Psychiatry) 

Medical  Officer  (Bacteriology) 

Medical  Officer  (Pathology) 

Medical  Officer  (Psychology) 

Medical  Officer  (Neurology) 

Medical  Officer  (Serology) 

Medical  Officer  (Physiology)  (Medical  Zoology) 

Specifications  of  Classes  in  Group  1  0^  «' 

Duties: 

To  have  responsible  charge  of  a  special  service  or  a  special  line  of  investi- 
gational work  in  medical  science  or  public  health  work,  soch  as  pathology, 
bacteriology,  psychology,  or  psychiatry,  in  a  hospital  or  other  Govermnent 
division  or  group  where  the  care  and  treatment  of  patients  is  involved;  to 
have  direct  supervision  over  all  assignments  and  associates  In  such  service; 
to  investigate  problems  pertaining  to  general  medicine  or  related  subjects; 
to  investigate  problems  relating  to  the  advancement  of  medical  science  in  the 
specialized  line  of  work  required ;  and  to  perform  related  medical  or  admin- 
istrative work  as  required. 

Common  Qualifications: 

Graduation  with  a  degree  from  a  medlcaU  school  of  recognized  standing, 
or  graduation  with  a  doctor's  degree  from  a  university  of  recognized  standing; 
not  less  than  six  years*  experience,  which  may  include  a  graduate  course  in  the 
specialized  line  of  work  required ;  working  knowledge  of  two  or  more  modem 
foreign  languages ;  breadth  of  view ;  and  proven  ability  as  shown  by  technical 
publications  of  recognized  merit. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  In  training  and  experience  In  a 
given  field,  as  Indicated  by  the  title  of  that  class,  and  for  service  as  a  physl- 
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clan  or  surgeon,  or  in  one  of  the  specialties  of  medical  practice,  a  degree  from 
a  medical  school  of  recognized  standing. 

PrmdiMl  Lines  of  Promotion 

From:  Associate  Medical  Officer. 
To :  Senior  Medical  Officer. 

Compensation  for  Classes  in  Group 

Annual:  |3Q0(M8840-$4080-^4320-|4660 


Naice  of  Gbottp  or  Classes  : 
SENIOR  MEDICAL  OFFICER 

Titles  of  Typical  Classes  in  Gbottp: 

Senior  Medical  Officer  (Medidne) 

Senior  Medical  Officer  (Bacteriology) 

Senior  Medical  Officer  (Pathology) 

Senior  Medical  Officer  (Psychology) 

Senior  Medical  Officer  (Psychiatry) 

Senior  Medical  Officer  (Physiology) 

Senior  Medical  Officer  (Serology) 

Senior  Medical  Officer  (Medical  Zoology)  (Neurology) 

Specifications  of  Classes  in  Group       '^  ^  1/ 
Duties: 

To  direct,  supervise,  inspect,  and  assume  responsibility  for  the  administra- 
tion of  a  group  or  division  In  a  hospital  or  other  Government  administrative 
unit  where  the  care  of  patients  or  questions  of  public  health  are  involved ;  to 
conduct  and  direct  difficult  research  work  as  to  causes,  nature,  and  treatment 
of  physical  and  mental  disorders ;  to  correlate  the  work  of  related  groups ;  to 
conduct  or  to  assist  in  conducting  conferences  that  deal  with  the  general  con- 
ditions of  patients  or  diseases,  or  with  scientific  problems ;  to  teach  the,  public 
regarding  matters  pertaining  to  health  and  disease  by  lectures  or  other  means ; 
and  to  perform  related  scientific  or  administrative  work. 

Examples:  Serving  as  Senior  Physician,  Clinical  Director,  Director  of  Lal>- 
oratories.  Director  of  Clinical  Psychiatry,  Director  of  Internal  Medicine,  Su- 
perintendent, Tuberculosis  Hospital,  or  as  Superintendent  of  Washington 
Asylum. 

Common  QnalificationB: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing,  or 
graduation  with  a  doctor's  degree  from  a  university  of  recognized  standing; 
recognized  professional  standing  in  the  special  field  or  line  of  work  involved; 
ability  to  conduct  and  direct  fruitful  lines  of  research  as  shown  by  publications 
of  recognized  merit ;  and  administrative  ability. 

Special  Qualifications: 

For  each  claas  in  the  group,  specialization  in  training  and  experience  in  a 
given  field,  as  indicated  by  the  title  of  that  class;  and  for  service  as  a  physi- 
cian or  surgeon,  or  in  one  of  the  specialties  of  medical  practice,  a  degree  from 
a  medical  school  of  recognized  standing. 

Principal  Lines  of  Promotion 

From:  Medical  Officer. 

To:  Assistant  Superintendent  and  Medical  Director,  St.  Elizabeths  Hospital. 

Compensation  for  dasaes  in  Group 

*    «    * 
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partial  supervisory  responsibility  for  nurses  or  other  technically  trained  em 
ployees;  to  supervise  and  direct  the  details  of  related  work  iu  specified  as- 
signments, or  to  carry  out  work  of  a  semi-independent  nature  pertaining  to  the 
care,  treatment,  or  investigation  of  the  sick;  to  make  investigations  pertaining 
to  diseases  or  public  health  matters;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  or  graduation  with  a  degree  from  a 
medical  school  of  recognized  standing;  not  less  than  five  years*  exi)erience  in 
the  specialty  required. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  In  training  and  experience  in  a 
given  field,  as  indicated  by  the  title  of  that  class:  and  for  service  as  a  physicLnn 
or  surgeon,  or  In  one  of  the  specialties  of  medical  practice,  a  degree  from  a 
medical  school  of  recognized  standing. 

PrinciiMil  Lines  of  Promotion 

From:  Assistant  Medical  Officer. 
To:  Medical  OfOcer. 

Compensation  for  Classes  in  Gronp 

Annual:  $2520-$27fi0-$3000-^240-$3480 


Name  of  Gboup  or  Classes  : 

MEDICAL  OFFICER 

Titles  of  Typical  Classes  in  Gboup  : 

Medical  Ofllcer  (Medicine) 
Medical  Officer  (Psychiatry) 

Medical  Officer  (Bacteriology) 

Medical  Officer  (Pathology) 

Medical  Officer  (Psychology) 

Medical  Officer  (Neurology) 

IVf edical  Officer  (Serology) 

Medical  Officer  (Physiology)  (Medical  Zoology) 

Specifications  of  Classes  in  Group  L  0  fC  %* 

Duties: 

To  have  responsil)lle  charge  of  a  special  service  or  a  special  line  of  Investi- 
gational work  in  medical  science  or  public  health  work,  such  as  pathology, 
bacteriology,  psychology,  or  psychiatry,  in  a  hospital  or  other  Government 
division  or  group  where  the  care  and  treatment  of  patients  is  Involved;  to 
have  direct  super\^sion  over  all  assignments  and  associates  in  such  service; 
to  investigate  problems  pertaining  to  general  medicine  or  related  subjects; 
to  investigate  problems  relating  to  the  advancement  of  medical  science  in  the 
specialized  line  of  work  required;  and  to  perform  related  medical  or  admin- 
istrative work  as  required. 

Common  Qualifications: 

Graduation  with  a  degree  from  a  medicaU  school  of  recognized  standing, 
or  graduation  with  a  doctor's  degree  from  a  university  of  recognized  standing; 
not  less  than  six  years'  experience,  which  may  include  a  graduate  course  In  tiie 
specialized  line  of  work  required ;  working  knowledge  of  two  or  more  modern 
foreign  languages ;  breadth  of  view ;  and  proven  ability  as  shown  by  technical 
publications  of  recognized  merit. 

Special  Qualifications: 

For  each  class  In  the  group,  specialization  in  training  and  experience  in  a 
given  field,  as  indicated  by  the  title  of  that  class,  and  for  service  as  a  physi- 
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cian  or  surgeon,  or  in  one  of  the  specialties  of  medical  practice,  a  degree  from 
a  medical  school  of  recognized  standing. 

Princi]Ml  Lines  of  Promotion 

From:  Associate  Medical  Officer. 
To :  Senior  Medical  Officer. 

Compensation  for  Classes  in  Group 
Annoal:  |3Q0(M8840-$4080-^4320-|4660 


Naice  of  Gbottp  of  Classes  : 
SENIOR  MEDICAL  OFFICER 

Titles  of  Typical  Classes  in  Gboup: 

Senior  Medical  Officer  (Medidne) 

Senior  Medical  Officer  (Bacteriology) 

Senior  Medical  Officer  (Pathology) 

Senior  Medical  Officer  (Psychology) 

Senior  Medical  Officer  (Psychiatry) 

Senior  Medical  Officer  (Physiology) 

Senior  Medical  Officer  (Serology) 

Senior  Medical  Officer  (Medical  Zoology)  (Neurology) 

Specifications  of  Classes  in  Group       '  ^Ov 
Duties: 

To  direct,  supervise,  inspect,  and  assume  responsibility  for  the  administra- 
tion of  a  group  or  division  In  a  hospital  or  other  Government  administrative 
unit  where  the  care  of  patients  or  questions  of  public  health  are  Involved ;  to 
conduct  and  direct  difficult  research  work  as  to  causes,  nature,  and  treatment 
of  physical  and  mental  disorders ;  to  correlate  the  work  of  related  groups ;  to 
conduct  or  to  assist  in  conducting  conferences  that  deal  with  the  general  con- 
ditions of  patients  or  diseases,  or  with  scientific  problems ;  to  teach  the.  public 
regarding  matters  pertaining  to  health  and  disease  by  lectures  or  other  means ; 
and  to  perform  related  scientific  or  administrative  work. 

Examples:  Serving  as  Senior  Physician,  Clinical  Director,  Director  of  Lal>- 
oratories.  Director  of  Clinical  Psychiatry,  Director  of  Internal  Medicine,  Su- 
perintendent, Tuberculosis  Hospital,  or  as  Superintendent  of  Washington 
Asylum. 

Common  Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing,  or 
graduation  with  a  doctor's  degree  from  a  university  of  recognized  standing; 
recognized  professional  standing  in  the  special  field  or  line  of  work  involved; 
ability  to  conduct  and  direct  fruitful  lines  of  research  as  shown  by  publications 
of  recognized  merit ;  and  administrative  ability. 

Special  Qualifications: 

For  each  class  In  the  group,  specialization  in  training  and  experience  in  a 
given  field,  as  indicated  by  the  title  of  that  class ;  and  for  service  as  a  physi- 
cian or  surgeon,  or  in  one  of  the  specialties  of  medical  practice,  a  degree  from 
a  medical  school  of  recognized  standing. 

Principal  Lines  of  Promotion 

From:  Medical  Officer. 

To:  Assistant  Superintendent  and  Medical  Director,  St.  Elizabeths  Hospital. 

Compensation  for  Classes  in  Group 

*    «    * 

164919— 20— FT  2 46 
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Title  of  Class  : 

ASSISTANT  MEDICAL  EXAMINER 

Speciflcatioiifl  of  Class  l  ^Jux 

Duties: 

To  prepare  instructions  for  medical  examinations  of  claimants  for  pensions; 
to  designate  the  surgeons  who  should  make  such  examinations ;  to  consider  the 
certificates  of  these  examinations  and,  if  they  are  found  to  be  incomplete  or 
inaccurate  in  any  respect,  to  conduct  the  correspondence  required  to  complete 
or  correct  them ;  under  supervision,  to  discharge  such  of  the  duties  of  Medical 
Examiners  as  may  be  required;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  pref- 
erably experience  in  hospital  work  or  in  the  private  practice  of  medicine,  or 
experience  in  medical  examining  work  regarded  as  its  full  equivalent;  good 
judgment,  accuracy,  and  tact. 

Principal  Lines  of  Promotion 
To:  Medical  Examiner. 

Compensation  for  Class 

Annual:  921(X>-^222O-$2a40-$24e0 


Title  of  Class  : 
MEDICAL  EXAMINER 

Specifications  of  Class  [  OO^ 

Duties: 

To  take  initial  action,  independently  or  in  consultation  with  superiors,  upon 
claims  for  disability,  death  claims,  and  other  claims  for  compensation  or  pen- 
sions, involving  medical  questions ;  to  perform  any  medical  work  that  properly 
appertains  to  the  adjudication  of  such  claims ;  to  handle  correspondence  in  con- 
nection with  this  work ;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
not  less  than  one  year's  exi)erience  as  an  Assistant  Medical  Examiner;  good 
judgment  and  fairness. 

Principal  Lines  of  Promotion 

From :  Assistant  Medical  B)xaminer. 
To :  Medical  Reviewer. 

Compensation  for  Class 

Annual:  $252(>-$2040>|27eO 

TnxE  OF  Class  : 

MEDICAL  REVIEWER  ^  ro^ 

Specifications  of  Class 
Duties: 

Under  general  supervision,  to  review  the  work  of  Medical  Examiners;  to 
determine  whether  medical  questions,  especially  those  relating  to  pathology, 
have  been  properly  answered  and  whether  disabilities  have  been  correctly  de- 
scribed and  properly  rated  in  accordance  with  existing  laws  and  regulations; 
and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  three  years*  experience  as  a  Medical  Examiner;  good  Judgment  and 
fairness. 
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Principal  lines  of  Promotion 

Prom :  Medical  Examiner. 

To :  Assistant  Medical  Referee ;  Medical  Referee. 

Componsation  for  Class 

Annual:  $264(K27eO42880 

Title  of  Class  : 

ASSISTANT  MEDICAL  REFEREE— PENSION  OFFICE 

Specifications  of  Class  1  ^  Q  ^ 

Duties:  lOO'^ 

To  assist  the  Medical  Referee  In  the  performance  of  his  administrative  and 
supervisory  duties ;  to  give  advice  relative  to  the  proper  procedure  and  action 
In  the  adjustment  of  claims  Involving  medical  and  surgical  questions;  to  con- 
sider and  decide  medical  questions  arising  In  pension  claims;  and  to  perform 
related  work  as  required. 

Qaalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  five  years'  experience  as  a  Medical  Reviewer;  and  administrative 
ability. 

Principal  Lines  of  Promotion 

From :  Medical  Reviewer. 
To :  Medical  Referee. 

Compensation  for  Class 

Annual:  $3000-|312(K3240 

Title  of  Class  : 

MEDICAL  REFEREE— PENSION  OFFICE 

Specifications  of  Class  h  r'o  -^ 

Duties:  lOOiJ 

Under  general  direction,  to  have  administrative  charge  of  all  medical  and 
related  work  of  the  Pension  Office;  to  give  advice  relative  to  the  proper 
procedure  and  action  In  the  adjustment  of  claims  Involving  medical  and  surgi- 
cal questions ;  and  to  perform  other  related  work. 

Qualifications; 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  five  years*  exx)erlence  as  Medical  Reviewer;  and  administrative 
ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Medical  Referee ;  Medical  Reviewer. 

Compensation  for  Class 

Annual:  |324(>-$33e0-|3480-|Se00 


Tittle  of  Class  : 
MEDICAL  ADVISER 

Specifications  of  Class  i  ^^i\ 

Duties:  \  OOi) 

Under  administrative  direction,  to  consider  evidence,  render  opinions,  and 
prepare  decisions  in  claims  for  pension  or  compensation  on  appeal,  or  In  the 
preparation  aild  trial  of  cases  In  which  medical  questions  are  Involved ;  to  con- 
sult with  other  ofBdals  on  questions  arising  in  the  preparation  of  opinions  or 
decisions;  and  to  perform  other  related  work. 
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Examples :  Preparing  opinions  in  answer  to  questions  on  medicine  submitted 
by  administrative  officers;  reviewing  statements  regarding  the  therapeutic  and 
curative  effects  of  proprietary  medicine. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  graduation  with  a  degree  from  a  medi- 
cal school  of  recognized  standing;  not  less  than  six  years*  experience  in  the 
practice  of  medicine;  ability  to  translate  foreign  medical  literature;  ability  to 
write  clear  and  concise  English ;  and  good  judgment. 

Compensation  for  Class 

Annual:  $300M3120-^240 


Tttle  of  Class: 

ASSISTANT  SUPERINTENDENT  AND  MEDICAL  DIRECTOR,  ST.  ELIZA- 
BETHS  HOSPITAL 


is*^- 


Specifications  of  Class  l  OO  4 

Duties: 

Under  the  direction  of  the  Superintendent  and  Medical  Director  of  St 
Elizabeths  Hospital,  to  supervise  the  medical  care  and  treatment  of  patients 
and  employees  of  the  hos;pital;  to  Inspect  the  wards  and  buildings;  to  super- 
vise the  work  of  physicians  and  ward  employees  and  the  instruction  of  at- 
tendants; to  detail  employees  to  hospital  work;  to  hold  staff  conferences;  to 
assume  charge  in  the  absence  of  the  Superintendent  and  Medical  Director ;  and 
to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
not  less  than  three  years*  experience  as  medical  officer  in  a  hospital  for  the 
insane;  proven  professional  skill  and  ability  in  psychiatry;  and  administra- 
tive ability. 

Principal  Lines  of  Promotion 

From:  Senior  Medical  Officer. 

To :  Superintendent  and  Medical  Director,  St  Elizabeths  HospitaL 

Compensation  for  Class 

Annual:  $36O(M3840^O8(>-«432O-$46eO 


TrrLE  OF  Class: 

SUPERINTENDENT  AND  MEDICAL  DIRECTOR,  ST.  ELIZABETHS  HOS- 
PITAL 

Specifications  of  Class  i  r  '>  o 

Duties:  lOOO 

Under  the  general  direction  of  the  Secretary  of  the  Interior,  and  in  accord- 
ance with  the  requirements  Imposed  by  law,  to  exercise  complete  administra- 
tive and  medical  responsibility  at  St.  Elizabeths  Hospital  for  the  mentally 
diseased,  including  the  definition  of  policies,  the  direction  of  employees,  and 
the  medical  care  and  treatment  of  patients  therein;  to  act  as  consultant  to 
other  Government  agencies;  to  further  the  advancement  of  psychiatry  by 
teaching  and  other  similar  activities;  to  serve  on  committees;  to  give  exi>ert 
and  technical  advice  on  questions  relating  to  mental  diseases;  and  to  perform 
other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
not  less  than  five  years'  experience  in  hospital  administration;  broad  experi- 
ence and  proven  technical  skill  and  ability  in  the  examination,  care,   and 
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treatment  of  mentally  abnormal  or  insane  persons;  recognlased  professional 
standing  in  the  field  of  mental  and  nervous  diseases ;  and  administrative  ability 
of  a  high  order. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent  and  Medical  Director,  St.  Blizabeths  Hospital. 

Compensation  for  Class 


Title  of  Class  : 

MEDICAL  INSPECTOR,  CONTAGIOUS  DISEASES— DISTRICT  OF  CO- 
LUMBIA  irrwi 

Specifications  of  Class  f  Or)  !) 

Duties:  ^^tj^r 

Under  the  general  supervision  of  the  Chief  of  the  Bureau  of  Preventable 
Diseases  of  the  District  of  Columbia,  to  investigate  cases  of  contagious  dis- 
eases ;  to  see  that  the  quarantine  orders  and  other  regulations  prescribed  by  the 
Health  Department  are  properly  enforced;  and  to  perform  related  work  as 
required. 

Examples:  Making  or  confirming  diagnoses  of  contagious  diseases;  vaccf- 
nating  persons  exposed  to  contagious  diseases;  arranging  for  the  disinfection 
and  quarantining  of  premises  affected ;  examining  contagious-disease  patients 
before  their  removal  to  a  hospital  and  before  discharging  them  from  quarantine. 

Qualifications : 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  one  year's  hospital  training  in  contagious-disease  work,  or  experience 
in  the  diagnosis  and  treatment  of  contagious  diseases  regarded  as  its  equivalent, 
and  at  least  two  years'  private  practice  of  medicine;  resourcefulness;  good 
Judgment  and  tact 

Principal  Lines  of  Promotion 

■ 

To :  Chief  of  Bureau  of  Preventable  Diseases — District  of  Columbia ;  Assistant 
Health  Officer— District  of  Columbia. 

Compensation  for  Class 

Annual :  $252M27e0-$300a-^24O-|d480 


Title  of  Class  : 

CHIEF  OF  BUREAU  OF  PREVENTABLE   DISEASES— DISTRICT   OP 
COLUMBIA 

Specifications  of  Class 
Duties:  1  '^^iO 

Under  the  general  direction  of  the  Health  Officer  of  the  Distria:  OTXJolumbia, 
to  be  responsible  for  and  supervise  the  enforcement  of  the  regulations  of  the 
Health  Department  concerning  contagious  diseases ;  to  assign  and  supervise  the 
work  of  the  Medical  Inspectors  of  Contagious  Diseases ;  to  exercise  supervision 
over  the  smallpox  hospital,  quarantine  station,  biological  laboratories,  and  the 
District  crematory ;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
lees  than  five  years'  experience  in  the  practice  of  medicine,  In  laboratory  work 
in  contagious  diseases,  and  in  the  administrative  handling  of  problems  arising 
in  connection  therewith :  proven  administrative  ability ;  good  judgment,  ftiir- 
ness,  and  firmness. 

Prindpol  Lines  of  Promotion 

From :  Medical  Inspector,  Contagious  Diseases — District  of  Columbia. 
To:  Assistant  Health  Officer— District  of  Columbia;  Health  Officer— District  of 
Columbia. 

Compensation  for  Class 

Annual:  9860(^3840-^4080-^20-44660 
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Title  of  Class  : 

MEDICAL  INSPECTOR,  PUBLIC  SCHOOLS 

Specifications  of  Class  1 0  4 1 

Duties: 

Under  the  general  direction  of  the  Chief  Medical  Inspector,  to  visit  periodi- 
cally the  public  schools;  to  inspect  the  condition  of  sanitation  of  buildings, 
grounds,  and  appurtenances,  to  make  medical  and  physical  examinations  of 
pupils;  to  render  first-aid  treatment  in  emergencies;  and  to  perform  related 
work  as  required. 

Examples :  Making  special  examinations  of  pupils  to  determine  whether  they 
are  mentally  defective ;  examining  eyes  and  prescribing  glasses  for  pupils  need- 
ing them;  examining  school  children  during  summer  vacation  as  a  basis  for 
issuing  or  withdrawing  work  permits ;  writing  weekly  reports  on  sanitary  condi- 
tions of  schools,  state  of  health  of  pupils  or  employees,  prevalence  of  epidemic 
diseases,  and  related  matters. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  one  year's  experience  as  a  hospital  interne,  and  at  least  two  years'  pri- 
vate practice  of  medicine ;  personal  Interest  in  child  welfare  and  public  health 
work;  tact  and  good  judgment. 

Principal  Lines  of  Promotion 

To :  Chief  Medical  Inspector,  Public  Schools ;  Assistant  Health  Officer — ^District 
of  Columbia. 

Compensation  for  Class 

Annual:  |900 

Title  of  Class  : 

CHIEF  MEDICAL  INSPECTOR,  PUBLIC  SCHOOLS 

Specifications  of  Class  1542 

Duties: 

Under  the  general  direction  of  the  Health  Officer  of  the  District  of  Columbia, 
to  have  administrative  charge  of  the  medical  and  sanitary  inspection  of  the 
public  schools ;  to  consult  and  advise  with  the  Superintendent  of  Schools,  medi- 
cal Inspectors,  nurses,  and  other  school  employees  regarding  such  inj^>ection ;  to 
consider  and  take  action  on  general  questions  of  medical  inspection ;  to  conduct 
physical  and  mental  examinations  in  special  cases ;  and  to  perform  other  related 
work. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  three  years*  experience  in  public  health  work,  especially  that  relating 
to  school  and  child  welfare;  proven  administrative  ability;  good  Judgment  and 
tact. 

Principal  Lines  of  Promotion 

From:  Medical  Inspector,  Public  Schools. 
To:  Health  Officer — District  of  Columbia. 

Compensation  for  Class 

Annual :  $3e0O-*384(>-$4080-|4320-$4560 


TnxB  OF  Class: 

ASSISTANT  HEALTH  OFFICER— DISTRICT  OP  COLUMBIA 

Specifications  of  Class  1  ^  /l  Q 

Duties:  lO^O 

To  act  for  the  Health  Officer  of  the  District  of  Colombia  in  his  absence;  to 
hold  hearings;  to  investigate  and  report  on  special  phases  of  public  health 
activities;  to  interpret  the  laws  and  regulations  in  efpedal  cases;  to  examine 
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and  approve  the  weekly  reports  of  all  the  administrative  units  of  the  Health 
Department;  and  to  perform  related  work  as  required* 

Qnalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing;  not 
less  than  three  years*  experience  In  the  administration  of  public  health  work: 
fairness  and  firmness. 

Principal  Lines  of  Promotion 

From:  Medical  Inspector,  Public  Schools;  Medical  Inspector,  Ck>ntagious  Dis- 
eases ;  Chief  of  Bureau  of  Preventable  Diseases — ^District  of  Columbia. 
To:  Health  OtBcer^District  of  Columbia. 

Compensation  for  Class 

Annual:  |3600-4d840-44080^$482a-|4560 


Title  of  Class: 

HEALTH  OFFICER— DISTRICT  OF  COLUMBIA 

Spedilcations  of  Class  1544 

Daties: 

Under  the  general  direction  of  the  Commissioners  of  the  District  of  Columbia, 
to  have  administrative  charge  of  all  the  activities  of  the  Health  Department; 
to  consider  and  take  action  on  all  public  health  questions  referred  by  the 
Commissioners;  to  assume  responsibility  for  the  enforcement  of  the  various 
laws  relating  to  the  public  health  and  to  vital  statistics  in  the  District  of 
Columbia;  and  to  perform  other  related  work. 

Qnalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
not  less  than  five  years*  experience  in  public  health,  sanitai^,  and  related  lines 
of  work,  and  in  the  administrative  handling  of  public  health  problems;  high 
professional  standing;  capacity  to  organize  investigation;  administrative 
ability;  fairness  and  firmness. 

Principal  Lines  of  Promotion 

From:  Assistant  Health  Offlce]>— District  of  Columbia;  Chief  Medical  In- 
spector, Public  Schools;  Chief  of  Bureau  of  Preventable  Diseases — ^District 
of  Columbia. 

Compensation  for  Class 

•    •    • 


1545 


Title  of  Class  : 

SURGEON  (POLICE  AND  FIRE  DEPARTMENTS) 

Specifications  of  Class 
Dntles: 

To  give  medical  and  surgical  treatment  to  members  of  the  Police  and  Fire 
Departments  of  the  District  of  Columbia;  to  make  physical  examination  of 
applicants  for  appointmtnt  or  retirement;  to  give  emergency  treatment  to 
prisoners ;  and  to  perform  other  related  work. 

Qnalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing; 
license  to  practice  medicine  in  the  District  of  Columbia ;  and  not  less  than  two 
years'  experience  in  the  private  practice  of  medicine. 

Compensation  for  Class 

Annual:  $1000 
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TiTuc  OF  Cl4ss: 

PHYSICIAN  TO  THE  POOR— DISTRICT  OF  COLUMBIA 

Spedfications  of  Class  1  f) 4-  (i 

Duties:  LO*tU 

Under  the  general  direction  of  the  Board  of  Charities,  to  give  medical  and 
surgical  care  and  treatment  to  Indigent  sick  persons  in  the  District  of  Columbia; 
and  to  perform  other  related  work. 

Qaalifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognised  standing: 
certificate  of  registration  as  a  physician  in  the  District  of  Columbia ;  not  le^ 
than  three  years'  successful  experience  in  the  private  practice  of  medicine: 
good  judgment,  fairness,  integrity,  and  tact 

Compensatimi  for  Class 

Annual:  11040 


Title  of  Class: 

CORONER— DISTRICT  OF  COLUMBIA 

Speeificatioiis  of  Class  1  c^  4  7 

Duties: 

To  hold  inquests  over  any  persons  found  dead  in  the  District  of  Columbia 
when  the  manner  and  cause  of  death  shall  not  already  be  known  as  accidental 
or  in  the  course  of  nature;  to  make  monthly  reports  of  aU  Inquests  to  the 
Commissioners  of  the  District ;  and  to  perform  such  other  work  as  may  be  re- 
quired by  law. 

Qualifications: 

Graduation  with  a  degree  from  a  medical  school  of  recognized  standing ;  not 
less  than  three  years'  experience  in  the  practice  of  medicine ;  integrity  and  good 
Judgment 

Compensation  for  Class 

Annual:  $2040 


PHARMACOLOGY 


Title  of  Class  : 

JUNIOR  PHARMACOLOGIST 

Specifications  of  Class  1  f)  4  Si 

Duties:  lutl^ 

Under  immediate  supervision,  to  perform  scientific  work  in  pharmacology. 
Examples :  Preparing  specimens  for  histological  examination ;  examining  blood, 
tissues,  and  excreta;  making  blood  counts;  assisting  in  taking  notes  on  ex- 
periments and  keeping  records. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  chemistry,  physics,  and 
biological  sciences,  and  ability  to  read  scientific  articles  in  either  French  or 
German. 

Principal  Lines  of  Promotion 

To :  Assistant  Pharmacologist. 

Compensation  for  Class 
Annual:  $1800-41020-$204a42100 
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TiTUc  OF  Class  : 

ASSISTANT  PHARMACOLOGIST 

Specillcatioiis  of  Class  1540 

Duties: 

Under  supenrlsion,  to  perform  sclentlflc  work  in  experimental  and  practical 
pliarmacology. 

Examples :  Determining  the  physiological  action  of  drugs  and  poisons ;  taking 
notes ;  writing  up  results ;  reyiewing  literature. 

Qnalificatioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognissed  standing,  with  major  work  in  chemistry,  physics,  and 
biological  sciences,  and  two  years*  graduate  work  or  practical  experience  re- 
garded as  its  full  equivalent;  and  ability  to  read  French,  German  and  either 
Italian  or  Spanish. 

Principal  Lines  of  Promotion 

From :  Junior  Pharmacologist. 
To :  Associate  Pharmacologist. 

Compensation  for  Class 
Annual:  $240(K$2520-«2640^$2700-$2880-«3000 


TrrzJE  OF  Ciass  : 

ASSOCIATE  PHARMACOLOGIST 

Specifications  of  Class  1  t)i>() 

Duties: 

To  perform,  independently  or  in  consultation  with  superiors,  work  in  phar- 
macology, involving  substantive  responsibility  and  at  times  requiring  the  exer- 
cise of  supervisory  functions,  but  not  Involving  the  determination  of  policies. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
medical  school  of  recognized  standing,  with  major  work  in  pharmacology,  toxi- 
cology, and  physiological  chemistry,  and  three  years'  graduate  work  or  ex- 
perience regarded  as  its  full  equivalent;  ability  to  read  French,  German,  and 
either  Italian  or  Spanish ;  and  to  carry  on  independent  work. 

Principal  Lines  of  Promotion 

From :  Assistant  Pharmacologist. 
To:  Pharmacologist 

Compensation  for  Class 
Annual:  $^24O-933e0-$S480-¥360a-^2(>-$3840 


Title  of  Class  : 
PHARMACOLOGIST 

Specifications  of  Class  1 1^  O  X 

Dutiea: 

To  perform,  independently  or  with  associates  or  subordinates,  work  of  major 
importance  in  pharmacology ;  to  plan  and  execute  research ;  to  carry  on  major 
lines  of  related  work;  to  propose,  and  in  some  matters  to  determine  policies 
under  existing  laws  and  regulations ;  or  to  perform  administrative  duties  aris- 
ing in  connection  with  the  prosecution  of  such  activities. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
medical  school  of  recognized  standing,  with  major  work  in  pharmacology,  toxi- 
cology, and  physiological  chemistry,  and  three  years'  graduate  work  or  expe- 
rience regarded  as  its  full  equivalent;  ability  to  read  French,  German,  and 
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either  Italian  or  Spanish ;  not  less  than  five  years*  experience  in  the  saccessfnl 
prosecution  or  administration  of  work  .in  pharmacology ;  large  capacity ;  and 
proven  proficiency. 

Prindpal  Lines  of  Promotion 

From:  Associate  Pharmacologist 
To:  Senior  Pharmacologist 

Compensation  for  Class 

Annual:  $4140-n$4320-$4500-^68(>-$486M5a40 


Title  of  Class: 

SENIOR  PHARMACOLOGIST 

Specifications  of  Class  1  t^flS 

Dnties:  ^   ^  ^^ 

To  carry  on  the  most  advanced  lines  of  work  in  pharmacology;  to  conduct 
difilcult  researches;  or  to  act  as  adviser  and  consulting  specialist  in  pharma- 
cology, Involving  the  administration  as  well  as  the  prosecution  of  research. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  'degree  from  a 
medical  school  of  recognized  standing,  with  major  work  in  pharmacology,  toxi- 
cology, and  physiological  chemistry,  and  three  years*  graduate  work  or  expe- 
rience regarded  as  its  full  equivalent ;  not  less  than  10  years'  experience  In  the 
successful  prosecution  or  administration  of  work  in  pharmacology  Involving  the 
exercise  of  substantive  responsibility. 

Principal  Lines  of  Promotion 

From:  Pharmacologist 

Compensation  for  Class 


PHARMACY 


TnxB  OF  Class: 
STUDENT  PHARMACIST 

Specifications  of  Class  1553 

Duties: 

To  assist  pharmacists  in  compounding,  preserving,  and  dispensing  drugs  and 
medicines  in  a  Crovemment  hospital ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
the  completion  of  at  least  a  two-years'  course  in  a  recognized  school  of  phar> 
macy. 

Principal  Lines  of  Promotion 


Compensation  for  Class 


To:  Pharmacist. 
Annual:  $240 

Title  of  Glass  : 
PHARMAaST 

Specifications  of  Class  1554 

To  compound,  preserve,  and  dispense  drugs  and  medicines  In  a  (Government 
hospital;  to  manufacture^  standard  pharmaceutical  preparations;   to  prepare 
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stains  and  reagents  for  hospital  laboratories;  to  be  responsible  for  stores  of 
drugs,  medicines,  and  surgical  supplies;  and  to  perform  related  work  as  re- 
quired. 

Qnalifications: 

Graduation  from  a  school  of  pharmacy  of  recognized  standing;  a  license  to 
practice  pharmacy;  and  not  less  than  one  year's  experience  in  the  practice  of 
pharmacy. 

Principal  Lines  of  Promotion 

From :  Student  Pharmacist. 

Compensation  for  Class 

Annual:  $9e0-$1020-|1080-$1140-$1200 


VETERINARY  MEDICINE  AND  BACTERIOLOGY 


Title  of  Class  : 

JUNIOR  VETERINARIAN 

Specificationfl  of  Class  1  ^  ^  ^ 

Daties:  lOOO 

To  perform,  under  immediate  supervi^on,  routine  work  of  veterinary  inspec- 
tion, and  related  work  as  required. 

Examples :  Inspecting  live  stock  in  stock  yards  and  in  the  field ;  making  pri- 
mary and  final  post-mortem  inspections  of  animals  in  slaughtering  estab- 
lishments. 

Qnalificationa: 

Graduation  with  a  veterinary  degree  from  an  institution  of  recognized 
standing. 

Principal  Lines  of  Promotion 

To :  Assistant  Veterinarian. 

Compensation  for  Class 

Annual:  $1380-$144a-«150M15eO 


TiTUE  OF  Class  : 

ASSISTANT  VETERINARIAN 

Specifications  of  Class  1  f^flfi 

Duties:  IU^jxj 

To  exercise,  under  direction,  supervision  over  Junior  Veterinarians  doing 
post-mortem  work  and  nonprofessional  meat  Inspectors  in  large  packing  estab- 
lishments, or  to  have  charge  of  a  small  meat  inspection  or  field  station;  to 
conduct  investigational  work;  and  to  perform  related  work  as  required. 

Qualifications: 

Graduation  with  a  veterinary  degree  from  an  institution  of  recognized  stand- 
ing; and  not  less  than  two  years*  experience  in  veterinary  post-mortem  or 
field  work. 

Principal  Lines  of  Promotion 

From :  Junior  Veterinarian. 
To:  Associate  Veterinarian. 

Compensation  for  Class 

Annual:  $1620^1740-$1860-$1960 
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TmjE  OF  Glass  : 

ASSOCIATE  VETERINARIAN 

SpecificatioiiB  of  Class  I  ^  fi  7 

Duties:  ifJtj  • 

To  perform,  independently  or  according  to  policies  determined  in  oonsnlta- 
tlon  with  superiors,  administrative  work  in  the  direction  of  large  veterinary 
field  forces,  meat  inspection  forces,  or  large  meat  inspection  stations;  and  to 
perform  other  related  work. 

Examples:  Serving  as  a  chief  of  a  large  meat-inspection  or  field  station  or 
as  a  traveling  inspector. 

Qualifications: 

Graduation  with  a  veterinary  degree  from  an  institution  of  recognized  stand- 
ing ;  and  not  less  than  five  years*  experience  in  veterinary  post-mortem  or  field 
work. 

Principal  Lines  of  Promotion 

From:  Assistant  Veterinarian. 
To:  Veterinarian. 

Compensation  for  Class 
Annual:  $21OO-|228O-f240O-^2e4O-$282O 


Title  of  Glass  : 

VETERINARIAN  I  r  r  O 

Specifications  of  Class  I  0  tJ  O 

Duties: 

Under  general  administrative  direction,  and  within  the  limits  of  the  general 
policies  of  the  organization,  to  have  responsible  charge  of,  and  to  initiate  and 
determine  p61Icles  for,  a  major  subdivision  of  a  veterinary  organization;  to 
direct  major  lines  of  veterinary  research  or  projects  related  thereto;  and  to 
perform  other  related  work. 

Qualifications: 

Graduation  with  a  veterinary  degree  from  an  Institution  of  recognized  stand- 
ing; and  not  less  than  eight  years'  practical  exi>erience  in  veterinary  post- 
morten  or  field  work,  of  which  at  least  three  years  shall  have  been  spent  as  an 
Associate  Veterinarian. 

.  Principal  Lines  of  Promotion 

From:  Associate  Veterinarian. 
To:  Senior  Veterinarian. 

Compensation  for  Class 

Annual:  $2940-^12(>-|3aO(Md48(>-|366O 


TrrLE  OF  Class  : 

SENIOR  VETERINARIAN  1  ^  ^  Q 

Specifications  of  Class 
Duties: 

To  have  chief  administrative  charge  of  a  scientific  and  technical  veterinary 
organization,  or  of  a  main  division  thereof ;  to  determine  the  general  policies  of 
the  organization  under  the  limitations  imposed  by  law,  regulation,  or  other  fixed 
requirements;  to  conduct  or  direct  the  most  comprehensive  lines  of  veterinary 
research ;  and  to  perform  other  related  work. 

Qualifications: 

Graduation  with  a  veterinary  degree  from  an  institution  of  recognized  stand- 
ing; not  less  than  12  years'  experience  in  veterinary  work,  of  which  at  least 
four  years  shall  have  been  spent  as  a  Veterinarian  or  its  equivalent;  and 
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training  and  experience  of  a  character  to  give  substantial  evidence  of  broad 
veterinary  knowledge  and  ability  and  executive  capacity  of  tlie  highest  order  in 
lines  of  work  similar  to  those  Involved  In  the  position  to  be  occupied. 

Principal  Lines  of  Promotion 

From:  Veterinarian. 

Compensation  for  Class 

«    «    « 


TmE  OF  Class: 

JUNIOR  VETERINARY  BACTERIOLOGIST 

Specifications  of  Class  -i  rtn  i\ 

Duties:  1  0  U  U 

To  perform,  under  immediate  supervision,  scientific  work  in  veterinary  bac- 
teriology. 

Examples:  Preparing  culture  media;  inoculating  culture  media  and  experi- 
mental animals  from  cultures  and  animal  tissues ^  examining  cultures;  exam- 
ining blood ;  performing  autopsies ;  assisting  in  taking  notes  on  experiments  and 
keeping  records. 

Qualifications: 

Either  (1)  graduation  with  a  veterinary  degree  from  an  institution  of  recog- 
nized standing  and  one  year's  experience  in  veterinary  work;  or  (2)  training 
equivalent  to  that  represented  by  graduation  from  an  institution  of  recognized 
standing,  with  major  work  in  biological  sciences,  and  two  years'  graduate 
work,  or  practical  experience  in  veterinary  bacteriology  regarded  as  its  full 
equivalent. 

Principal  Lines  of  Promotion 

To :  Assistant  Veterinary  Bacteriologist. 

Compensation  for  Class 

Annual:  $180(><$1920-$204(m2ie0 


TrnjB  OF  Class: 

ASSISTANT  VETERINARY  BACTERIOLOGIST 

Specifications  of  Class  ^  r  /•  i 

Dntiea:  lOul 

To  perform,  under  supervision,  scientific  work  in  experimental  and  practical 
veterinary  bacteriology. 

Examples:  Diagnosing  disease  by  bacteriologic  and  serologic  methods;  con- 
ducting experimental  work  in  the  transmission  of  animal  diseases;  diagnosing 
disease  in  field  outbreaks. 

Qualifications: 

Either  (1)  graduation  with  a  veterinary  degree  from  an  institution  of  ree^ 
ognized  standing  and  not  less  than  two  years'  experience  in  veterinary  bac- 
teriology; or  (2)  training  equivalent  to  that  represented  by  graduation /vith 
a  degree  from  an  institution  of  recognized  standing,  with  major  work  in  bio- 
logical sciences,  and  by  two  years'  graduate  work ;  not  less  than  two  years' 
practical  experience  in  veterinary  bacteriology;  and  ability  to  read  either 
scientific  French  or  German,  or  proven  ability  in  veterinary  research. 

Principal  Lines  of  Promotion 

From:  Junior  Veterinary  Bacteriologist. 
To:  Associate  Veterinary  Bacteriologist. 

Compensation  for  Class 

Annual:  $2400-|2S2(>-|2640-$2760-$2880-^d000 
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Title  of  Class  : 

ASSOCIATE  VETERINARY  BACTERIOLOGIST  -  roo 

•  Specificatioiis  of  Class  I  Ol)C 

Duties: 

To  perform,  independently  or  in  consultation  with  superiors,  work  in  veteri- 
nary bacteriology,  involving  substantive  responsibility,  and  at  times  requiring 
the  exercise  of  supervisory  functions,  but  not  involving  the  determination  of 
policies. 

Examples:  Conducting  Efpecial  investigations  of  specific  diseases  or  research 
investigations. 

Qualifications: 

Either  (1)  graduation  with  a  veterinary  degree  from  an  institution  of  recog- 
nized standing  and  not  less  than  five  years*  experience  in  veterinary  bacteriol- 
ogy;  or  (2)  training  equivalent  to  that  represented  by  graduation  with  a  degree 
from  a  medical  school  of  recognized  standing,  with  major  work  in  bacteriology, 
and  by  two  years*  graduate  work;  not  less  than  three  years*  experience  In 
veterinary  bact^iology ;  and  ability  to  read  either  scientific  French  or  Grerman, 
or  proven  ability  in  veterinary  research. 

Prindpal  Lines  of  Promotion 

From :  Assistant  Veterinary  Bacteriologist. 
To:  Veterinary  Bacteriologist 

Compensation  for  Class 

Annual:  |324a-$8360-|3480^e00-$3720-$3840 


irAu 


TrrLB  OF  Class  : 

VETERINARY  BACTERIOLOGIST 

Specifications  of  Class 
Duties: 

To  perform,  independently  or  with  associates  and  subordinates,  work  of  major 
importance  in  veterinary  bacteriology;  to  plan  and  execute  research;  to  carry 
on  major  lines  of  administrative  work;  to  propose,  and  In  some  matters  to 
determine  policies  under  existing  laws  and  regulations;  or  to  perform  admin- 
istrative work  arising  in  connection  with  the  prosecution  of  such  activities. 

Qualifieationa: 

Either  (!)•  graduation  with  a  veterinary  degree  from  an  institution  of  recc^- 
nized  standing  and  not  less  than  eight  years*  experience  in  veterinary  bacteriol- 
ogy, of  which  at  least  three  years  shall  have  been  spent  as  an  Associate  Veter- 
inary Bacteriologist,  or  its  equivalent;  or  (2)  training  equivalent  to  that  repre- 
sented by  graduation  with  a  degree  from  a  medical  school  of  recognized  stand- 
ing, with  major  work  in  bacteriology,  and  by  two  years*  graduate  work;  not 
less  than  thr^e  years*  experience  as  an  Assistant  Veterinary  Bacteriologist,  or 
its  equivalent ;  and  ability  to  read  either  scientific  French  or  German,  or  proven 
ability  in  veterinary  research. 

Principal  Lines  of  Promotion 

From :  Associate  Veterinary  Bacteriologist. 
To:  Senior  Veterinary  Bacteriologist. 

Compensation  for  Class 

Annual:  $4140-$4320-$450(HM680-$48fia-$5040 


Title  of  Class  : 

SENIOR  VETERINARY  BACTERIOLOGIST 

Specifications  of  Class  1  0  b  4 

Duties: 

To  have  chief  administrative  charge  of  a  scientific  and  technical  organisa- 
tion engaged  in  work, in  veterinary  bacteriology  or  of  a  main  division  thereof; 
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• 

to  determine  the  general  policies  of  the  organization  under  the  limitations  im- 
posed by  law,  regulations,  or  other  fixed  requirements;  and  to  conduct  or 
direct  the  most  comprehensive  lines  of  veterinary  research;  and  to  perform 
other  related  work. 

Qualifications: 

Graduation  with  a  veterinary  degree  fi-om  an  institution  of  recognized  stand- 
ing; not  less  than  twelve  years'  experience  in  veterinary  bacteriology,  of  which 
at  least  four  years  shall  have  been  spent  as  a  Veterinary  Bacteriologist,  or  its 
equivalent;  and  training  and  experience  of  a  character  to  give  substantial 
evidence  of  broad  bacteriological  knowledge  and  ability,  and  of  executive 
capacity  of  the  highest  order  in  such  work. 

Principal  Lines  of  Promotion 

From:  Veterinary  Bacteriologist. 

Compensation  for  Class 


TiixE  OF  Class  : 

JUNIOR  VETERINARY  PATHOLOGIST 

Specifications  of  Class  1 1)  f)  5 

Duties:  ^^J 

To  perform,  under  Immediate  supervision,  scientific  work  In  veterinary 
pathology. 

Examples:  Preparing  animal  tissues  for  histologic  examination;  examining 
tissues,  blood  and  excreta ;  performing  autopsies ;  assisting  In  taking  notes  and 
keeping  records 

Qualifications: 

Either  (1)  grraduation  with  a  veterinary  degree  from  an  institution  of 
recognized  standing  and  not  less  than  one  year's  experience  In  veterinary  work; 
or  (2)  training  equivalent  to  that  represented  by  graduation  with  a  degree 
from  an  institution  of  recognized  standing,  with  major  work  in  pathology,  and 
by  two  years*  graduate  work. 

Principal  Lines  of  Promotion 

To :  Assistant  Veterinary  Pathologist. 

Compensation  for  Class 

t 

Annual:  $180Ml02O-$2040-|2ie0 


Title  of  Class: 

ASSISTANT  VETERINARY  PATHOLOGIST 

Specifications  of  Class  i  ^C*L\ 

Duties:  lODV 

To  perform,  under  supervision,  scientific  work  in  research  and  practical 
veterinary  jmthology. 

Examples :  Diagnosing  disease  by  autopsy  and  histologic  methods ;  conducting 
experimental  work  in  transmission  of  animal  diseases;  diagnosing  diseases  in 
field  outbreaks. 

Qualifications; 

ESither  (1)  graduation  with  a  veterinary  degree  from  an  institution  of 
recognized  standing  and  not  less  than  two  year's  experience  in  veterinary 
pathology;  or  (2)  training  equivalent  to  that  represented  by  graduation 
with  a  degree  from  an  institution  of  recognized  standing,  with  major  work 
in  pathology,  and  by  two  years'  graduate  work ;  not  less  than  two  years'  practi- 
cal experience  in  veterinary  pathology;  and  ability  to  read  either  scientific 
French  or  German,  or  proven  ability  In  veterinary  research. 
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Principal  Lines  of  Promotion 

From:  Junior  Veterinary  Pathologist. 
To:  Associate  Veterinary  Pathologist. 

Gompensation  for  Class 

Annual:  $240a-$252M2640-$2760-(2880-|9000 


15B7 


Title  of  Class: 

ASSOaATE  VETERINARY  PATHOLOGIST 

Specifications  of  Class 
Duties: 

To  perform,  independently  or  in  consultation  with  superiors,  work  in  veteri- 
nary pathology,  involving  individual  responsibilty  and  at  times  requiring  the 
exercise  of  supervisory  functions,  but  not  involving  the  determination  of  poli- 
cie& 

Examples:  Conducting  special  investigations  of  specific  diseases  or  research 
investigations. 

Qualifications: 

Either  (1)  graduation  with  a  veterinary  degree  'from  an  institution  of 
recognized  standing  and  not  less  than  five  years'  experience  in  veterinary 
pathology;  or  (2)  training  equivalent  to  that  represented  by  graduation  with 
a  degree  from  a  medical  school  of  recognized  standing,  with  major  work  in 
pathology,  and  by  two  years'  graduate  work;  not  less  than  three  years'  practi- 
cal experience  in  veterinary  pathology;  and  ability  to  read  either  scientific 
French  or  German,  or  proven  ability  in  veterinary  research. 

Principal  Lines  of  Promotion 

From:  Assistant  Veterinary  Pathologist. 
To:  Veterinary  Pathologist. 

Compensation  for  Class 

Annual:  $3240-^$336a4348(>-$8eO(M372O-$384O 


TiTLB  OF  Class  : 
VETERINARY  PATHOLOGIST 

Specifications  of  Class  1 1)  O  8 

Duties: 

To  perform,  independently  or  with  associates  or  subordinates^  work  of  major 
importance  in  veterinary  pathology;  to  plan  and  execute  research;  to  carry 
on  other  major  lines  of  work;  to  propose  and,  in  some  matters,  determine 
policies  under  existing  laws  and  regulations;  or  to  perform  administrative 
work  arising  in  connection  with  the  prosecution  of  sucli  activities. 

Qualifications: 

Either  (1)  graduation  with  a  veterinary  degree  from  an  institution  of  recog- 
nized standing  and  not  less  than  eight  years'  experience  In  veterinary  pathology, 
of  which  at  least  three  years  shall  have  been  spent  as  an  Associate  Veterinary 
Pathologist,  or  its  equivalent;  or  (2)  training  equivalent  to  that  represented  by 
graduation  with  a  degree  from  a  medical  school  of  recognized  standing  with 
major  work  in  pathology,  and  by  two  years'  graduate  work ;  not  less  than  six 
years'  practical  experience  in  veterinary  pathology,  or  practical  experience  re- 
garded as  its  full  equivalent;  at  least  three  years'  experience  as  an  Associate 
Veterinary  Pathologist,  or  its  equivalent;  and  ability  to  read  either  scientific 
French  or  German,  or  proven  ability  in  veterinary  research. 

Principal  Lines  of  Promotion 

From:  Associate  Veterinary  Pathologist. 
To :  Senior  Veterinary  Pathologist. 

Compensation  for  Class 

Annual:  |414M4320-$4500-$4680-$4860-$5040 
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Tnxs  OT  Glass  : 

SENIOR  VETERINARY  PATHOLOGIST  ^ 

Speciflcations  of  CUss  1 0  U  J 

Daties: 

Ta  have  chief  administrative  charge  of  a  scientiflc  and  technical  organization 
engaged  in  work  In  veterinary  pathology,  or  of  a  main  division  thereof ;  to  de- 
termine the  general  policies  of  the  organization  under  the  limitations  Imposed 
by  law,  regulations,  or  other  fixed  requirements ;  to  conduct  or  direct  the  most 
comprehensive  lines  of  veterinary  research ;  and  to  perform  other  related  work. 

Qnalificationa : 

Graduation  with  a  veterinary  degree  from  an  institution  of  recognized  stand- 
ing; not  less  than  12  years*  ezp^lence  in  veterinary  pathology,  of  which  at 
least  four  years  shall  have  been  as  a  Veterinary  Pathologist,  or  Its  equivalent ; 
and  training  and  experience  of  a  character  to  give  substantial  evidence  of  broad 
pathological  knowledge  and  ability  and  of  executive  capacity  of  the  highest 
order  In  such  work. 

Principal  Lines  of  Promotion 

From :  Veterinary  Pathologist 

To :  Chief  of  Bureau  of  Animal  Industry. 

Compensatioii  for  Class 


Tttle  of  Ciass  : 

CHIEF  FOOD  INSPECTOR,  DISTRICT  OF  COLUMBLA 

Speciflcations  of  Class  1  0  I  0 

Duties: 

Under  the  general  direction  of  the  Health  Officer  of  the  District  of  Colum- 
bia, to  be  responsible  for  and  to  supervise  the  enforcement  of  the  laws  and 
regulations  concerning  food  inspection  in  force  in  the  District  of  Columbia; 
to  assign  and  supervise  the  work  of  Food  inspectors  and  of  the  Veterinarians 
engaged  in  dairy  farm  and  cattle  inspection;  to  plan  and  supervise  the  col- 
lection of  food  and  milk  samples  for  chemical  analysis  or  bacterlologlcail  exam- 
ination; to  direct  the  examination  of  dogs  for  rabies;  and  to  perform  other 
related  work. 

Qualiflcations: 

Graduation  with  a  veterinary  degree  from  an  Institution  of  recognized 
standing;  not  less  than  five  years'  experience  in  veterinary  field  work;  admin- 
istrative ability ;  good  Judgment,  fairness,  and  firmness. 

Compensation  for  Class 

Annual :  f  2100^2280-1 2ie0-$2640-«2820 


Tmjc  OF  Class: 

CHIEF,  BUREAU  OF  ANIMAL  INDUSTRY 

Spedflcatiims  of  Class  i  r  ^'  I 

Duties:  1  O  4  L 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  admin- 
istrative charge  of  all  the  activities  of  the  Bureau  of  Animal  Industry  of  the 
Deimrtment  of  Agriculture;  to  consider  and  take  action  on  all  general  animal 
industry  questions  referred  by  the  Secretary;  to  serve  when  appointed  on 
department  committees  and  on  special  commissions^;  and  to  perform  other 
related  work. 

QnsJifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  biology  and  agrl- 
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culture;  graduation  with  a  veterinary  degree  from  an  institution  of  recognized 
standing;  three  years'  graduate  work  or  experience  regarded  as  its  equivalent; 
broad  knowledge  of  live  stock  and  general  agricultural  problems;  research 
experience  with  biological  and  economic  animal  problems  and  the  application 
of  sclentiflc  methods  to  the  solution  of  such  problems ;  not  less  than  five  years* 
administrative  experience ;  and  capacity  to  determine  fruitful  lines  of  scientific 
research,  to  arrange  work,  and  to  direct  stai¥s  of  investigators  and  of  regu- 
latory workers. 

Principal  Lines  of  Promotion 

From :  Senior  Veterinary  Pathologist. 

Compensation  for  Class 


I  . 


39.  THE  NURSING  SERVICE 


ThiB  service  includes  classes  of  positions^  the  duties  of  which  are  to  supenHse 
or  to  perform  work  requiring  training  in  hygiene,  or  work  involving  the  care 
or  treatment  of  sick,  helpless,  injured  or  inflmn  persons. 

DixTiTics : 
mctitUn 
HmuI  DietltUn 
Saperrisinc  DtotMan 

Hospital  AmifDANCB: 
HMpttal  Orderly 

Hospital  Attendant 
HMpltal  Charge  Attendant 

NuBSXNO,  Gbneral: 
Practical  Nana 

Student  Nana 

Gradaato  Nnne 

Gharge  Nana 

Aasiatant  Ward  Saperrlaor 

Ward  Saperrlaor 

Aaaiatant  Saperlntendent  of  Nanea 

Svperlntendent  of  Nai 


NuBSiNo,  Public  Hbalth: 
PaUic  Health  Nana 
Saperrlalng  Pabllc  Health  Nana 
Svperlntendent  of  PaUle  Health  Na 

BEcONSTBUcnoN  Thebapt  : 

Beconatmetion  Aid  In  Oecvpational  Therapj 
Head  SeeoMtmction  Aid  in  Occnpational  Therapj 

Bacanatnictlon  Aid  In  Pli7*iotliorapj 
Head  Bfconatnietlon  Aid  in  Phjnlotherapj 

Saperrisor  of  Beconatt  action  Aids 


DIETETICS 


Title  of  Class: 
DIETITIAN 

Specifications  of  Class  1572 

Duties: 

Under  supervision,  to  plan  menus;  to  supervise  the  preparation  and  serving 
of  food ;  to  prepare  special  diets  In  a  hospital  or  other  Government  institution ; 
to  supervise  the  Instruction  of  student  dietitians  and  the  work  of  cooks;  and 
to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  jjjaduatlon  from  a  two  years' 
course  In  domestic  science  In  an  Institution  of  recognized  standing;  not  lev 
than  six  months'  experience  in  the  preparation  of  diets  In  Institutions;  super- 
visory and  teaching  ability ;  and  good  health. 
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Principal  Lines  of  Promotion 

To:  Head  Dietitian. 

Compensation  for  Class 

Annual:  (1620-^1680-|1740 
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Title  of  Glass: 
HEAD  DIETmAN 

Specifications  of  Class 

Duties: 

To  sapervlse  the  Dietitians  and  dietary  work  in  a  hospital  or  other  Govern- 
ment institution;  to  instruct  student  nurses  and  Dietitians  in  dietetics;  and 
to  perform  relate^  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  two  years' 
course  in  domestic  science  In  an  Institution  of  ret!Ognized  standing;  not  less 
than  one  year's  experience  in  the  dietary  work  of  a  general  hospital ;  executive 
and  teaching  ability;  and  good  health. 

Principal  Lines  of  Promotion 

From:  Dietitian. 

To:  Supervising  Dietitian. 

Compensation  for  Qass 

Annual:  |1920-$ld80-$2(MO 


Title  of  Class  : 
SUPERVISING  DIETITIAN 

liuttes: 

To  exercise  general  direction  over  Dietitians  and  dietetic  work  In  hospitals 
or  other  Government  institutions  throughout  the  country;  to  Inspect  dietetic 
work  in  hospitals  when  necessary ;  to  supervise  the  selection  of  Dietitians  and 
to  direct  related  correspondence;  to  recommend  Dietitians  for  assignment, 
transfer,  promotion,  or  discharge;  to  supervise  the  preparation  of  Dietitians' 
accounts  and  vouchers;  to  requisition  food  supplies  for  Government  hospitals; 
and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  an  institution 
of  recognized  standing,  with  major  work  in  domestic  science;  not  leas  than 
three  years'  experience  in  institutional  dietetic  work,  of  which  at  least  two 
years  shall  have  been  in  a  supervisory  capacity;  administrative  and  teaching 
ability. 

Principal  Lines  of  Promotion 


From:  Head  Dietitian. 
Annual:  |2400 


Compenaation  for  CUum 


HOSPITAL  ATTENDANCE. 


Title  of  Class: 
HOSPITAL  ORDERLY 

Specifications  of  Class 
Duties: 

Under  the  direction  of  physicians  or  nurses,  to  move  patients  to  and  from 
wards  and  operating  rooms;  to  assist  in  distributing  linen,  to  clean  rooma 
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scrub  floors,  wash  walls  and  windows,  poUsh  brass,  and  clean  and  care  for 
lavatories;  and  to  perform  related  work  as  required. 

Qnalifications: 

Common-school  education ;  integrity,  willingness,  neatness,  and  good  physical 
condition. 

CompeiuMtion  for  dais 

Annual :  |960-|102(>-fl080 

Title  of  Glass: 

HOSPITAL  ATTENDANT  1  ^  7  ti 

Specillcatioiis  of  Class  I  O  /  O 

Duties: 

Under  direction,  to  assist  in  work  incident  to  the  nursing,  care,'  and  comfort 
of  patients  or  inmates  of  a  hospital  or  other  Government  institution;  and  to 
perform  related  work  as  required. 

Examples:  Bathing,  feeding,  and  dressing  patients;  maintaining  cleanliness 
of  patients,  their  beds,  and  clothing;  observing  patients,  and  reporting  upon 
their  actions  and  conditions ;  keeping  order  and  maintaining  discipline ;  assist- 
ing physicians  when  required ;  assisting  in  dining-room  work. 

Qoalificationa; 

Common-school  education;  preferably  some  experience  in  practical  nursing; 
patience,  cheerfulness,  and  tact 

Prindiial  Lines  of  Promotion 

To:  Hospital  Charge  Attendant. 

CompenjMtion  for  Class 

Annual:  |H4a-fl200 

TrrLB  or  CL488: 

HOSPITAL  CHARGE  ATTENDANT 

Specificationa  of  Class  1577 

Duties:  x  ty  t  t 

Under  direction,  to  exercise  general  supervision  over  an  assigned  groiip  of 
patients  in  a  Government  hospital;  to  assume  responsibility  for  the  care  and 
treatment  of  patients ;  to  submit  reports  of  patients'  conditions ;  and  to  perform 
related  work  as  required. 

Examples:  Assisdng  in  making  beds,  cleaning  wards,  and  bathing,  feeding, 
and  dressfng  patients ;  directing  the  routine  activities  of  patients  and  the  work 
of  attendants ;  exercising  and  amusing  patients ;  instructing  attendants  in  their 
duties ;  assisting  physicians  in  treating  or  attending  to  cases. 

Qualifications: 

Conmaon-school  education ;  not  less  than  two  years'  experience  as  an  attend- 
ant; patience,  cheerfulness,  and  tact. 

Principal  Lines  of  Promotion 

From:  Hospital  Attendant. 

Compensation  for  Class 

Annual:  11260-^1320-^1880 
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NURSING,  GENERAL 


Title  of  Class  : 
PRACTICAL  NURSE 

Specifieations  <^  CUws  1578 

Duties: 

Under  the  supervision  of  the  medical  officer  or  nurse  in  charge,  to  assist  in 
first  aid  and  routine  nursing  work  in  a  medical-relief  room  in  a  €k>vemment 
building;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education;  practical  experience  in  nursing,  sanitation,  hy- 
giene, and  emergency  treatment;  patience,  tact,  and  good  health. 

Compensation  for  Class 

Annual:  |114O-|1200 


Title  of  Class  : 
STUDENT  NURSE  - 

Specifications  of  Class  1  /)  7  Q 

Duties:  *  '^  *  *' 

Under  the  immediate  supervision  of  a  Charge  Nurse,  to  perform  snch  work  in 
the  care  and  treatment  of  hospital  patients  as  may  be  prescribed  by  the  medi- 
cal officer  in  charge;  and  to  receive  such  practical  and  theoretical  instructioii 
in  nursing  work  as  may  be  prerequisite  to  quallf^ng  as  a  Registered  Nurse 

Qualifications: 

Training  equivalent  to  that  represented  by  not  less  than  two  years  of  high 
school;  cheerful  disposition;  sympathetic  understanding  of  the  sick;  patience, 
tact,  and  good  health. 

Principal  Lines  of  Promotion 

To:  Graduate  Nurse. 

Compensation  for  Class 

Annual:  |60(K6d0-^(72O-^780 

Title  of  Class  : 
GRADUATE  NURSE 

Specifications  of  Class  1  '^  rS  f ) 

Under  supervision,  to  perform  routine  nursing  in  a  hospital  or  other  institu- 
tion under  Government  control;  and  to  perform  related  work  as  required. 

Examples:  Administering  prescribed  medicines;  taking  and  recording  tem> 
peratures  and  keeping  individual  charts;  changing  dressings;  giving  baths; 
sterilizing  surgical  instruments  and  equipment;  giving  hyiKMlermic  injections; 
making  beds  and  changing  linen. 

Qualifications: 

Training  equivalent  to  that  required  for  certification  as  a  Registered  Nurse; 
cheerful  disi>osition ;  sympathetic  understanding  of  the  sick;  patience,  tact, 
and  good  health. 

Principal  Lines  of  Promotion 

From:  Student  Nurse. 

To :  Charge  Nurse ;  Public  Health  Nurse. 

Compensation  for  Class 

Annual:  11260-^1820-^1880 
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TnxK  OF  Gla.88  : 

CHARGE  NURSE  1  ^  ^  1 

Speciflcatioiia  of  Clmn  ''- 

Duties: 

Under  supervision,  to  have  direct  charge  of  an  assigned  ward  in  a  Govern- 
ment hospital  or  sanitarium  and  of  the  patients,  nurses,  and  ward  attendants 
therein ;  to  see  that  all  orders  affecting  patientaf  in  the  ward  are  properly  car- 
ried out;  to  maintain  order  and  discipline  among  nurses,  attendants,  and  or- 
derlies ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  required  for  certification  as  a  Registered  Nurse ; 
not  less  than  one  year's  practical  experience  in  the  supervision  of  nursing 
work ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From:  Graduate  Nurse. 

To :  Assistant  Superintendent  of  Nurses ;  Assistant  Ward  Supervisor. 

Compensation  for  Class 

Annual:  n44a-$10OO-«L56O 


Tftlb  o¥  Class  : 

ASSISTANT  WARD  SUPERVISOR 

Specificatibna  of  Class  1  f)  Si  9 

Duties:  lOOC 

Under  the  direction  of  the  Ward  Supervisor,  to  have  immediate  supervision 
over  the  care  of  patients  and  the  work  of  nurses,  attendants,  and  other  em- 
ployees in  a  service  or  assigned  part  thereof  in  a  Government  hospital ;  to  as- 
sign employees  and  instruct  them  in  their  duties;  to  supervise  the  serving  of 
meals;  to  make  rounds  of  the  wards  with  physicians;  to  see  that  orders  are 
executed ;  to  record  and  report  all  changes  and  transfers  of  patients  and  em- 
ployees; and  to  perform  related  work  as  required. 

Qualificaliona: 

Practical  and  theoretical  training  equivalent  to  that  required  for  certification 
as  a  Registered  Nurse;  not  less  than  three  years'  experience  as  a  Charge 
Nurse ;  impartiality  and  fairness. 


Principal  Lines  of  Promotion 


From :  Charge  Nurse. 
To:  Ward  Supervisor. 


Compensation  for  Class 
Annual:  (162O-$l«8O-^740 


TrnjE  OF  Class  : 
WARD  SUPERVISOR 

Specifications  of  Class  1  0  O  e) 

Duties: 

Under  the  direction  of  the  physician  in  charge,  to  have  general  supervision 
of  all  patients  and  employees  in  a  service  in  a  Government  hospital ;  to  assign 
and  direct  the  work  of  the  Assistant  Supervisors,  Nurses,  and  Attendants;  to 
make  requisitions  for  supplies  and  for  necessary  repairs  to  building  or  equip- 
ment ;  to  make  dally  reports  to  the  physicians  in  charge  of  the  conditions  and 
needs  of  patients ;  and  to  perform  other  related  work. 
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Qnalificatioiui: 

Practical  and  theoretical  training  equivalent  to  that  required  for  certillcatioD 
as  a  Registered  Nurse;  not  less  than  two  years*  experience  as  an  Assistant 
Ward  Supervisor. 

Prindiial  lines  of  Promotion 

Front:  Assistant  Ward  Supervisor. 

Compensation  for  Class 

Annual :  |192(>-$198a-$2040 


1584 


Title  of  Ciass  : 

ASSISTANT  SUPERINTENDENT  OF  NURSES 

Speciflcationa  of  Class 
Duties: 

Under  the  direction  of  the  Superintendent  of  Nurses,  to  supervise  the  nursing 
work  in  hospital  wards;  to  see  that  aU  orders  given  by  the  medical  officer  for 
the  treatment  of  patients  are  promptly  and  properly  carried  out;  to  maintain 
order  and  discipline  among  nurses,  attendants,  and  ord^Ues;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  required  for  certification  as  a  Registered  Nurse ; 
not  less  than  two  years'  experience  in  the  supervision  of  nursing  work ;  adminis- 
trative and  teaching  ability. 

Principal  Lines  of  Promotion 

From :  Charge  Nurse. 

To :  Superintendent  of  Nurses. 

Compensation  for  Class 

Annual :  $192(>-$198O-^()40 

Title  of  Class  : 
SUPERINTENDENT  OF  NURSES 

Specifications  of  Class  1585 

Duties: 

Under  general  supervision,  to  direct  the  entire  nursing  staff  in  a  Govern- 
ment hospital ;  to  take  charge  of  the  instruction  and  training  of  student  nurses 
and  attendants;  and  to  perform  related  nursing  or  supervisory  work  as  re- 
quired. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  a  three  years^ 
course  in  a  nurses'  training  school  of  recognized  standing;  not  less  than  three 
years'  experience  in  the  supervision  and  direction  of  hospital  nursing  work; 
administrative  and  teaching  ability. 

Principal  Lines  of  Promotion 

From :  Assistant  Superintendent  of  Nurses. 

*        Compensation  for  Class 

Annual:  $2400 
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NUBSING,  PUBLIC  HEALTH 


Title  or  Glass: 

PUBLIC  HEALTH  NURSE 

Specifications  of  Class  1  5  8  G 

Under  superyision,  to  perform  such  field  nursing  or  public  welfare  work  as 
may  be  required  In  the  Investigation,  reporting,  prevention,  and  correction  of 
diseases  or  conditions  unfavorable  to  the  health  or  welfare  of  individuals  or 
communities ;  and  to  perform  other  related  work. 

Examples:  Supervising  the  health  of  school  children,  and  visiting  homes 
of  parents  to  secure  treatment  for  children  needing  the  same;  looking  for  un- 
reported cases  of  infectious  diseases,  and  giving  practical  Instruction  in  their 
prevention  and  care;  supervising  the  maintenance  of  quarantine  measures; 
following  up  turfoercular  patients. 

Qualifications: 

Training  equivalent  to  that  required  for  certification  as  a  Registered  Nurse ; 
professional  training  or  equivalent  exi>erience  in  public  health  nursing ;  ability 
to  instruct;  patience,  cheerfulness,  tact,  and  good  health. 

Principal  Lines  of  Promotion 

From :  Graduate  Nurse. 

To :  Supervising  Public  Health  Nurse.  ' 

Compensation  for  Class 

Annual:  |1320-$1380-|1440-|1600 


Tttlb  of  Class  : 

SUPERVISING  PUBLIC  HEALTH  NURSE 

Speeiflcations  of  Class  1  OO  4 

Dnttes: 

Under  direction,  to  supervise  and  standardize  the  work  of  Public  Health 
Nurses  In  a  small  bureau,  division,  or  other  small  administrative  unit  of  the 
Qovemment;  to  organize  and  conduct  training  courses  for  nurses  in  medical 
social  service  work ;  to  prepare  technical  articles  for  publication ;  and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  three  years'  course 
in  a  nurses*  training  school  of  recognized  standing;  and  not  less  than  two 
years'  experience  in  training  nurses  and  in  administrative  work  related  thereto. 

Principal  Lines  of  Promotion 

From:  Public  Health  Nurse. 

To :  Superintendent  of  Public  Health  Nurses. 

Compensation  for  Class 

Annual:  $1800-|186a-|1820-$1980-$2040 


TnrjE  OF  Class  : 

SUPERINTENDENT  OF  PUBLIC  HEALTH  NURSES 

Specifications  of  Class  1 « J  O  O 

Duties: 

Under  general  supervision,  to  direct  and  be  responsible  for  the  nursing  work 
of  Public  Health  Nurses  in  a  large  bureau,  division,  or  other  large  adminis- 
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trative  unit  of  the  Gk>yernmeiit ;  to  inspect  and  report  upon  nursing  work ;  to 
prepare  for  pnbllcaticm  instruction  for  nurses  and  technical  articles  on  nursing 
and  related  subjects ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  graduation  from  a  three  years'  course 
in  a  nurses*  training  school  of  recognized  standing;  not  less  than  five  years* 
experience  in  field  and  hospital  nursing  and  in  administrative  work  related 
thereto. 

Principal  Lines  of  Promotion 

From :  Supervising  Public  Health  Nurse. 

Compensation  for  Class 

Annual:  $2750 


RECONSTRUCTION  THERAPY 
•Titij:  of  Class: 

RECONSTRUCTION  AID  IN  OCCUPATIONAL  THERAPY    fi^  r,  (x 

Specifications  of  Oass  1  OO  *' 

Duties: 

Under  supervision,  to  conduct  training  classes  for  patients  in  a  €k>vemment 
hospital ;  to  give  instruction  either  in  commercial  and  academic  subjects,  or  in 
the  arts  and  handicrafts  for  occupational  therapy;  and  to  perform  related 
work  as  required. 

Qualifications: 

Either  (1)  training  equivalent  to  that  represented  by  graduation  from  an 
institution  of  recognized  standing,  with  not  less  than  200  hours*  credit  in  each 
of  the  following:  psychology,  sociology,  biology,  hygiene,  and  health;  addi- 
tional training  equivalent  to  that  represented  either  by  the  completion  of  a 
special  course  in  general  handicrafts  or  by  specific  training  in  one  or  more 
crafts;  or  (2)  training  equivalent  to  that  represented  by  the  completion  of 
three  years*  study  with  not  less  than  200  hours*  work  in  either  commercial  or 
academic  subjects,  or  in  the  arts  and  handicrafts;  additional  training  equiv- 
alent to  that  r^resented  either  by  experience  in  teaching  or  by  satisfactory 
service  as  a  Reconstruction  Aid  in  Occupational  Therapy  in  a  hospital  of  the 
Medical  Department  of  the  United  States  Army;  patience,  cheerfulness,  tact, 
and  good  health. 

Principal  Lines  of  Promotion 

To:  Head  Reconstruction  Aid  in  Occupational  Therapy. 

Compensation  for  Class 
Annual:  $1440-4150041500 


Tptlb  of  Class  : 

HEAD  RECONSTRUCTION  AID  IN  OCCUPATIONAL  THERAPY, 

Specifications  of  Class  1  0  « *  U 

Duties: 

Under  direction,  to  assist  in  the  administration  of  reconstruction  work  In 
occupational  therapy  in  a  Government  ho^ital;  to  supervise  the  work  of 
Reconstruction  Aids  In  Occupational  Therapy ;  and  to  perform  related  work  as 
required. 

Qualifications: 

Either  (1)  training  equivalent  to  that  represented  by  graduation  from  an 
institution  of  recognized  standing,  with  not  less  than  200  hours*  credit  in  each 
of  the  following:  psychology,  sociology^  biology,  hygiene,  and  health;  addi- 
tional training  equivalent  to  that  represented  either  by  the  completion  of  a 
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special  course  in  general  handicrafts  or  by  specific  training  in  one  or  more 
crafts;  or  (2)  training  equivalent  to  that  represented  by  the  completion  of 
three  years*  study  with  not  less  than  200  hours'  work  either  in  commercial  or 
academic  subjects  or  in  the  arts  and  handicrafts ;  additional  training  equivalent 
to  that  represented  either  by  experience  In  teaching  or  by  satisfactory  service 
as  a  Beconstructlon  Aid  in  Occupational  Therapy  in  a  hospital  of  the  Medical 
Department  of  the  United  States  Army ;  and  proven  administrative  ability. 

Principal  Lines  of  Promotioii 

PTrom :  Reconstruction  Aid  In  Occupational  Therapy. 
To :  Supervisor  of  Reconstruction  Aids. 

Compensation  for  Class 

Annual:  $162a-|1680-¥174(>-$1800 


Title  of  Class  : 

RECONSTRUCTION  AID  IN  PHYSIOTHERAPY 

Specifications  of  Class  1  /)  f )  1 

Dnties:  m   jux 

Under  supervision,  to  apply  the  principles  of  physiotherapy  in  the  treatment 
of  patients  In  a  Gk>vemment  hospital ;  to  apply  massage  and  conduct  remedial 
exerdses;  to  apply  electrotherapy  and  hydrotherapy;  and  to  perform  related 
work  as  required. 

Qnalifications: 

£21ther  (1)  training  equivalent  to  that  represented  by  graduation  from  an 
institution  of  recognized  standing,  with  not  less  than  200  hours'  credit  in  each 
of  the  following:  anatomy,  physiology,  biology,  chemistry,  and  physics,  and  by 
the  completion  of  a  special  course  in  an  approved  normal  school  of  physical 
education;  or  (2)  training  equivalent  to  that  represented  by  one  year's  work 
in  special  war  courses,  by  satisfactory  experience  as  a  Reconstruction  Aid  in 
the  United  States  Army  or  the  Public  Health  Service,  and  by  experience  in 
teaching,  preferably  with  training  in  science,  physical  education,  or  nursing; 
patience,  cheerfulness,  tact,  and  good  health. 

Prineipal  Lines  of  Promotion 

To :  Head  Reconstruction  Aid  In  Physiotherapy. 

Compensation  for  Class 
Annual:  |144O-fl500-|15e0 


Title  of  Class  : 

HEAD  RECONSTRUCTION  AID  IN  PHYSIOTHERAPY 

Specifications  of  Class  ^  r-  r  \ .  * 

Dotie.:  151):^ 

Under  direction,  to  assist  in  the  administration  of  reconstruction  work  in 
physiotherapy  in  a  Government  hospital;  to  supervise  the  work  of  Reconstruc- 
tion Aids  in  Physiotherapy ;  and  to  perform  related  work  as  required. 

Qualifications: 

Either  (1)  training  equivalent  to  that  represented  by  graduation  from  an  in- 
stitution of  recognized  standing  with  not  less  than  200  hours'  credit  in  each 
of  the  following:  anatomy,  physiology,  biology,  chemistry,  and  physics,  and  by 
the  completion  of  a  special  course  in  an  approved  normal  school  of  physical 
education ;  or  (2)  training  equivalent  to  that  represented  by  one  year's  work  In 
special  war  courses,  by  satisfactory  experience  as  a  Reconstruction  Aid  in  the 
United  States  Army  or  in  the  Public  Health  Service,  and  by  experience  in 
teaching,  preferably  with  training  in  science,  physical  education,  or  nursing; 
proven  administrative  ability ;  patience,  cheerfulness,  tact,  and  good  health. 
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Principal  lines  of  Promotion 

From:  Reconstruction  Aid  in  Phyiedotherapy. 
To:  Supervisor  of  Reconstruction  Aids. 

Compensation  for  Class 

Annual:  |1620-fl68M1740-n$1800 


Title  of  Glass  : 

SUPERVISOR  OF  RECONSTRUCnON  AIDS 

Specifications  of  Class  1  fiDT) 

Duties:  LO^fJ 

Under  direction,  to  have  general  supervision  of  tlie  personnel  and  worlc  of 
Reconstruction  Aids  in  Government  hospitals ;  to  select  and  assign  Aids  and  to 
inspect  their  worlc;  to  consult  with  physicians  and  nurses  regarding  special 
treatments ;  to  plan  and  organize  lines  of  work ;  to  supervise  the  itt'eparatlon 
of  Aids*  reports  and  other  clerical  details ;  and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  biology,  physiology, 
psychology,  sociology,  or  related  subjects,  or  by  graduation  from  a  school  of 
arts  and  crafts,  or  special  training  in  medical  social  service ;  not  less  than  five 
years'  experience  in  handicrafts,  teaching,  and  administrative  work;  and  ad- 
ministrative ability  of  a  high  order. 

Principal  Lines  of  Promotion 

From:  Head  Reconstruction  Aid  in  Occupational  Therapy;  Head  Reooostnio- 
tion  Aid  in  Physiotherapy. 

Compensation  for  Class 

Annual:  |2400 


40.  THE  PATENT  SERVICE 


Thim  9ervk>e  includes  claaaea  of  poHtions,  the  duties  of  which  are  to  super- 
vise or  to  perform  work  requiring  specialized  knowledge  of  patent  law  or 
of  the  technical  ewamination  of  patents,  trade-marks,  and  designs,  or  appli- 
cations  therefor, 

UnnSD  8TATB8  PATBNT  OVnCB  WOBK  : 

Fourth  AMistant  Patant  Exmrniner 
Tidrd  AMistant  Patmt  Wramlntr 
Bacmd  AMistaat  Patoiit  Bxaagdnar 
FInt  AMistant  Patent  Byaitwr 
Prtadpal  Patent  BauualiMr 

AMtetant  Examiner  «f  Traite-lf aifcs  and  Daaiffna 

Flnt  Aaslstent  EzaMinar  of  Trado-Maiks  and  Doaiffna 

Bxaailnor  of  Trado-Maiks  and  Doalfna 


Aaatetant  Kxamlnor  of  Inteiforonoca  (Patente) 
Ejcaadnor  of  Intorfermooa  <Patonte) 
KTamtnor  of  Inteiferoneoa  (Trado-Maiks  and  Dooicna) 
Flnt  Aaatetant  Ezamlnor  of  Patont  ClaaaUlcatten 
of  Patmt  Claariilcatten 


Patent  Law  Bxaadnor 

Aaatetent  Chtef  CUrk,  Patont  Oflco 
CUof  Cteik«  Patont  Oilco 
Kramfaoiwln-Chtef,  Patont  Ofloe 
Aaatetant  Coaunteatener  of  Patonte 
Comiiarionor  of  Patante 

Otbsr  Classes  in  thb  Paivmt  Subticb 
Patont  InToatiirator 
Patont  SoUdtor 
Patont  Export 
Patont  Adrteor 
Chtef  Patont  Adrteor 


UNITED  STATES  PATENT  OFFICE  WORK 
TmjB  OF  Glass  : 

FOURTH  ASSISTANT  PATENT  EXAMINER 

Speciflcatioiis  of  CUws  1  0  J  4 

Duties: 

Under  Immediate  supervision,  in  the  Patent  Office,  to  perform  the  least  diffi- 
cult technical  and  legal  work  in  examining  applications  for  patents  for  Inven- 
tions and  for  reissues  of  patents;  to  determine,  subject  to  review,  whether 
such  applications  should  be  allowed  and  patents  granted  or  restricted  or  re- 
jected and  the  grant  of  a  patent  for  the  monopoly  provided  for  by  statute  re- 
fused; to  examine  applications  and  Inventions  from  the  scientific  or  technical 
standpoint  and  determine,  subject  to  review,  the  correctness  and  form  of  draw- 
ings, specifications,  and  claims,  and  the  operativeness  and  utility  of  the  inven- 
tion daimed;  to  determine  by  search  and  examination  whether  the  Invention 
claimed  1^  anticipated  in  prior  art;  to  detect  and  report  on  questions  of  prob- 
able Interference  and  division ;  and  to  perform  related  work  as  required. 
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Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing;  preferably  one 
year's  training  in  a  technical  industry  or  a  scientific  profession;  thorough 
knowledge  of  technics,  covering  the  general  field  of  mechanics,  mechanic  arts, 
and  the  industrial  arts  and  processes,  including  applied  chemistry ;  and  famil- 
iarity with  mechanical  drawings. 

Principal  Lines  of  Promotion 

To :  Third  Assitant  Patent  Examiner. 

Compensation  for  Class 

Ajinual:  $2100 


Title  of  Class: 

THIRD  ASSISTANT  PATENT  EXAMINER 

Specifications  of  Class  1  O  J  i) 

Duties: 

Under  general  supervision,  in  the  Patent  Office,  to  perform  highly  technical 
and  legal  worlic  in  examining  applications  for  patents  for  inventions  and  for  re- 
issues of  patents;  to  determine,  subject  to  review,  whether  such  applications 
should  be  allowed  and  patents  granted  or  restricted  or  rejected  and  a  patent  for 
the  monopoly  provided  for  by  statute  refused;  to  determine,  subject  to  review, 
from  the  scientific  or  technical  standpoint,  the  correctness  and  form  of  the 
drawings,  specifications,  and  claims,  the  operatlveness  and  utility  of  the  inven- 
tion claimed,  and  whether  anticipated  in  prior  art,  by  search  and  examination 
of  foreign  and  domestic  patents  or  publications;  to  report  results  of  such  ex- 
aminations to  the  Principal  Patent  Examiner  in  charge  of  the  division ;  to  pre- 
pare letters  setting  forth  the  action  of  the  office  on  such  applications ;  to  detect 
and  report  questions  of  probable  Interference  and  division ;  to  assist  other  ex- 
aminers or  attorneys  or  inventors  in  the  line  of  search  to  be  made  for  refer 
ences  or  anticipations ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  scliool  of  recognized  standing ;  not  leas  than  ope 
year's  experience  as  a  Fourth  Assistant  Patent  Examiner;  preferably  one 
year's  training  In  a  technical  industry  or  a  scientific  profession;  extensive 
knowledge  of  patent  law  and  of  Patent  Office  practice  and  procedure ;  tiiorou^ 
knowledge  of  technics,  covering  the  general  field  of  mechanics,  mechanic  arts, 
and  industrial  arts  and  processes,  including  applied  chemistry ;  and  familiarity 
with  mechanical  drawings. 

Principal  Lines  of  Promotion 

From :  Fourth  Assistant  Patent  Examiner. 
To :  Second  Assistant  Patent  Examiner. 

Compensation  for  Class 

Annual:  |2400 


Title  of  Class  : 

SECOND  ASSISTANT  PATENT  EXAMINER 

Specifications  of  Class  1  59B 

Duties:  •" 

Under  direction,  to  perform  the  most  difficult  highly  technical  and  legal  work 
in  examining  applications  for  patents  for  inventions  and  for  reissue  of  patents 
in  any  class  assigned  to  a  division  of  the  Patent  Office;  to  determine,  subject 
to  review,  whether  such  applications  should  be  allowed  and  patents  granted 
or  restricted  or  rejected  and  the  patent  for  the  monopoly  provided  for  by  stat- 
ute refused;  to  determine,  subject  to  review,  from  the  scientific  or  technical 
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aspect,  the  correctness  and  form  of  the  drawings,  specifications,  and  claims, 
the  operativeness  and  utility  of  the  invention  claimed,  and  whether  anticipated 
in  prior  art,  by  search  or  examination  of  foreign  and  domestic  patents  or  pub- 
lications ;  to  report  results  of  such  examinations  to  the  Principal  Patent  EiXam- 
iner  in  charge  of  the  division;  to  prepare  letters  setting  forth  the  actions  of 
the  of&ce  on  such  applications ;  to  detect  and  report  questions  of  probable  inter- 
ference and  division;  to  assist  other  examiners  or  attorneys  or  inventors  in 
the  line  of  search  to  be  made  for  references  or  anticipations;  and  to  perform 
related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing;  not  less  than 
two  years*  successful  experience  as  a  Third  Assistant  Examiner  of  Patents; 
preferably  one  year's  training  in  a  technical  industry  or  a  scientific  profession, 
and  one  or  more  years*  law  study ;  extensive  knowledge  of  patent  law  and  of 
Patent  Office  practice  and  procedure ;  thorough  knowledge  of  technics,  covering 
the  general  field  of  mechanics,  mechanics  arts,  and  industrial  arts  and  proc- 
esses, including  applied  chemistry;  and  familiarity  with  mechanical  drawings. 

Principal  Lin^  of  Promotion 

From :  Third  Assistant  Patent  Examiner. 
To :  First  Assistant  Patent  Examiner. 

Compensation  for  Class 

Annual:  $2700 


Title  of  Class  : 

FIRST  ASSISTANT  PATENT  EXAMINER 

Specifications  of  Class  1  t)  1)  7 

Duties: 

To  assist  a  Principal  Patent  Examiner  in  hearing  reports  of  the  assistant 
patent  examiners  of  a  division  of  the  Patent  Office,  and,  in  his  absence,  to  be 
responsible  for  the  work  of  the  division ;  to  examine  applications,  new,  amendefl, 
or  for  reissue,  in  any  class  assigned  to  the  division,  and  determine,  subject  to 
review,  if  such  should  be  allowed  and  patents  granted,  or  restricted  or  rejected 
and  the  patent  for  the  monopoly  providetl  for  by  statute  refused ;  to  determine, 
subject  to  review,  from  the  scientific  and  technical  aspect,  the  correctness  and 
form  of  the  drawings,  specifications,  and  claims,  the  operativeness  and  utility 
of  the  alleged  invention,  and  whether  anticipated  in  prior  art,  by  a  search  or 
examination  of  foreign  and  domestic  patents  and  publications,  to  detect  ques- 
tions of  interference  and  division ;  to  prepare  answers  to  appeals  and  petitions ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a  col- 
lege, university,  or  technical  school  of  recognized  standing ;  prefferably  graduation 
from  or  attendance  at  a  law  school,  or  admission  to  the  Bar;  not  less  than  seven 
years'  successful  experience  as  an  assistant  patent  examiner;  extensive  knowl- 
edge of  patent  law  and  Patent  Office  practice  and  procedure;  and  general 
knowledge  of  engineering  and  technical  matters. 

Principal  Lines  of  Promotion 

From :  Second  Assistant  Patent  Examiner ;  First  Assistant  Examiner  of  Trade- 
Marks  and  Designs ;  Assistant  Chief  Clerk,  Patent  Office. 

To:  Principal  Patent  Examiner;  First  Assistant  Examiner  of  Patent  Classifi- 
cation; Chief  Clerk,  Patent  Office;  Assistant  Chief  Clerk,  Patent  Office; 
Patent*  Law  Examiner;  Assistant  Examiner  of  Interferences  (Patents); 
Examiner  of  Interferences  (Trade-Marks  and  Designs). 

Compensation  for  Class 

Annual:  (3000 
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TiTLB  07  'Class  : 

PRINCIPAL  PATENT  EXAMINER 

Specifications  of  Class  LO^O 

Duties: 

To  have  charge  of  and  be  responsible  for  the  work  of  an  examining  division 
in  the  Patent  Office,  involving  highly  technical  and  legal  worlc  in  the  examina- 
tion of  applications  for  patents  for  inventions ;  to  receive  reports  from  assistant 
patent  examiners  and  determine,  subject  to  appeal,  final  action  on  the  implica- 
tions examined  and  considered  by  them;  to  consider  questions  of  probable 
interferences  between  applications,  or  between  applications  and  patents  claim- 
ing the  same  invention,  and  to  prepare  notices  of  interferoiee  to  be  forwarded 
to  the  Examiner  of  Interferences  for  official  declarations  of  interferences;  to 
determine  the  question  of  probable  divisibility  of  inventiims  where  claimed  in 
a  single  application ;  to  determine,  subject  to  review,  questions  of  abandonment 
or  forfeiture;  to  hear  oral  arguments  of  attorneys  and  applicants  in  regard  to 
pending  cases  and  to  answer  questions  relative  to  classes  of  inventions  examin- 
able in  the  division ;  to  prepare  answers  to  petitions  and  appeals  from  actions 
or  decisions  rendered  and  forward  them  to  the  Board  of '  Examlners-in-Ghlef  or 
to  the  Oonmiissioner  of  Patents ;  and  tq  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school ;  not  less  than  ten  years*  experience  as  an  assistant  patent 
examiner,  including  at  least  two  years*  successful  experience  as  a  First  Assist- 
ant Patent  Examiner;  thorough  knowledge  of  patent  law.  Patent  Office  pro- 
cedure, and  engineering  and  technical  matters;  administrative  ability;  and 
judicial  temperament 

Principal  Lines  of  Promotion 

From:  First  Assistant  Patent  Examiner;  Assistant  Chief  Clerk,  Patent  Office; 

Assistant  Examiner  of  Interferences  (Patents). 
To:  Patent  Law  Examiner;  Chief  Clerk,  Patent  Office;  Bxaminer-in-Chief ; 

Assistant  Commissioner  of  Patents;  Commissioner  of  Patents;  Examiner  of 

Patent  Classification;  First  Assistant  Examiner  of  Patent  Qlaasificaticm ; 

Examiner  of  Interferences  (Patents). 

Compensation  for  Class 

Annual:  |3600 


Trrus  of  CSlass: 

ASSISTANT  EXAMINER  OF  TRADE-MARKS  AND  DESIGNS 

Specifications  of  Class  i  r:  (k  (^ 

Duties:  J  fJO^f 

Under  general  supervision  in  the  Patent  Office,  to  examine  and  verify  appli- 
cations for  trade-marks  or  designs  as  to  legal  sufficiency  and  form,  and  to  note 
all  objections;  to  make  searches  through  classified  prior  registrations,  trade 
journals,  and  catalogues  in  connection  with  publications;  to  determine  the 
novelty  of  designs  by  searching  the  classified  analogous  patents,  arts,  and  publi- 
cations ;  to  draft  letters  or  to  prepare  the  material  therefor,  announcing  actions 
taken  on  results  of  examinations,  suggesting  changes  and  citing  anticipations; 
to  report  cases  and  action  to  the  Examiner  of  Trade-marks  and  Designs  in 
charge,  for  consideration  and  for  approval  of  letters  written;  to  search  for 
inte^erences ;  to  pass  to  publication,  applications  in  proper  form,  not  antici- 
pated; to  prepare  cases  for  opposition  proceedings;  and  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
completion  of  a  course  in  trade-mark  law  or  Its  equivalent ;  and  not  less  than 
one  year's  experience  in  Patent  Office  practice. 
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Prindpal  Lines  of  Promotion 

To:  First  Assistant  Examiner  of  Trade-marks  and  Designs. 

Compensation  for  Class 
Annual:  11620-^1740-41860 


Title  of  Class: 

FIRST  ASSISTANT  EXAMINER  OF  TRADE-MARKS  AND  DESIGNS 

\  Specifications  of  Class  -i  r^  /\  jx 

Duties:  IDUu 

To  assist  In  supervising  and  directing  the  examining  and  olerical  norlc  of 
the  Trade-Marlc  Division  of  the  Patent  Office,  and  to  take  charge  thereof  ana 
be  responsible  therefor  in  the  absence  of  the  Examiner  of  Trade-Marks;  to 
assist  in  hearing  cases  submitted  by  the  assistant  examiners  and  to  approve 
and  revise  actions  or  official  letters  written  by  them  to  applicants  in  such 
actions;  to  pass  upon  questions  relating  to  declarations  of  interference  be- 
tween applicants  for  patents  for  designs  or  for  registration  of  trade-inarks 
and  between  patentees  or  registrants,  respectively ;  to  examine  notices  of 
opposition,  and  to  set  up  such  oppositions  as  are  proper;  to  examine  applica- 
tions for  cancellations;  to  review  trade-mark  applications  ready  to  be  passed 
for  registration  or  for  publication ;  to  examine  papers  in  renewal  applications 
to  see  that  they  are  made  at  the  proper  time  and  to  ascertain  whether  legal 
title  'thereto  resides  in  the  applicant ;  to  conduct  hearings  and  interviews  with 
applicants  and  attorneys  or  with  inventors  relative  to  designs,  trade-marks, 
labels,  and  prints,  and  to  answer  letters  regarding  such  matters  filed  with  the 
Chief  Clerk ;  to  supervise  applications  for  registration  before  the  International 
Trade-Mark  Registration  Bureau  at  Havana,  Cuba;  to  pass  upon  proposed 
changes  in  drawings ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school;  not  less  than  seven  years'  experience  as  an  assistant 
examiner  in  the  Patent  Office,  including  at  least  two  years'  successful  experi- 
ence as  Assistant  Examiner  of  Trade-Marks  and  Designs ;  thorough  knowledge 
of  patent  law.  Patent  Office  practice  and  procedure,  and  the  statutes  pertain- 
ing to  trade-marks  and  designs;  administrative  ability  and  Judicial  tempera- 
ment. 

Principal  Lines  of  Promotion 

From :  First  Assistant  Patent  Examiner ;  Assistant  Examiner  of  Trade-Marks. 
To :  Examiner  of  Trade-Marks  and  Designs. 

Compensation  for  Class 

Annual:  |1920-n$1080-42040 


Title  of  Class  : 

EXAMINER  OF  TRADE-MARKS  AND  DESIGNS 

Specifications  of  Class  1601 

i^uueSa 

To  direct  and  be  responsible  for  the  examining  and  clerical  work  of  the  Trade- 
Mark  Division  of  the  Patent  Office;  to  direct  or  review  final  actions  made  by 
Assistant  Examiners  of  Trade-Marks  and  Designs  relating  to  applications  for 
registration  of  trade-marks,  prints,  and  labels,  and  applications  for  patents 
for  designs;  personally  to  consider  and  decide  questioned  matters  presented  for 
consideration  by  assistant  examiners  in  the  Division ;  to  sign  notices  of  declara- 
tions of  interferences  and  transfer  them  to  the  Examiner  of  Interferences ;  to 
conduct  hearings  on  motions  for  dissolution  in  trade-mark  interference  proceed- 
ings and  decide  such  motions,  with  right  of  appeal  to  the  Commissioner  of 
Patents  in  person ;  to  review  all  inter  partes  proceedings  in  interferences,  oppo- 
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Bitions,  and  cancellations  after  their  termination,  and  decide  the  proper  farther 
action  to  be  made ;  to  write  statements  on  appeals  to  the  Commissioner  in  trade- 
mark, print,  or  label  cases,  or  to  the  Examiners-In-Chief  In  design  cases;  to 
hold  interviews  with  attorneys,  applicants  and  others,  on  law  points  involved, 
on  proper  methods  of  filing  applications,  and  the  field  of  search,  and  to  give 
general  information;  to  examine  and  act  on  applications  for  renewal  and  for 
registration  under  the  International  Trade-Mark  Registration  Bureau  at 
Havana,  Cuba ;  to  supervise  the  preparation  of  cases  for  opposition  proceedings, 
to  be  forwarded  to  the  Examiner  of  Interferences  (Trade-marks)  ;  and  to  per- 
form other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a  rec- 
ognized law  school;  not  less  than  10  years'  experience  as  an  assistant  exam- 
iner in  the  Patent  Ofiice,  including  at  least  one  year's  successful  experience  as 
an  Assistant  Examiner  of  Trade-Marks  and  Designs;  thorough  knowledge  of 
patent  law.  Patent  Office  practice  and  procedure,  and  of  engineering  and  tech- 
nical matters;  administrative  ability;  and  judicial  temperament. 

Prindpal  Lines  of  Promotion 

From :  First  Assistant  Examiner  of  Trade-Marks  and  Designs. 
To:  Examiner  of  Interferences  (Trade-Marks  and  Designs). 

Compensation  for  Class 

Annual:  $8600 


Title  of  Class  : 

ASSISTANT  EXAMINER  OF  INTERFERENCES  (PATENTS) 

Specifications  of  Class  1  Q  ()  O 

Duties:  I  D  U  ^ 

Under  direction,  to  assist  the  Examiner  of  Interferences  (Patents)  in  dis- 
posing of  cases  after  final  hearing  or  after  motions;  in  his  absence,  and  as 
delegated,  to  have  charge  of  the  Interference  Division,  to  preside  at  final  hear- 
ings of  cases,  to  render  decisions  thereon,  and  to  pass  upon  interlocutory  and 
other  matters  in  interference  proceedings ;  and  to  perform  other  related  work. 

Examples:  Sitting  at  final  hearings  with  the  Examiner  of  Interferences  and 
hearing  counsel  for  rival  claimants  for  patents  review  the  evidence  tending 
to  establish  priority  or  the  dates  of  conception  and  reduction  to  practice  of  the 
invention,  to  discuss  the  scientific,  technical,  and  legal  questions  involved,  and 
submit  arguments  and  decisions  of  the  United  States  courts  and  the  Patent 
Office  in  support  thereof;  thereafter  examining  and  considering  the  cases  of 
contestants;  reading  and  weighing  the  testimony  and  evidence  presented  in 
accordance  with  the  established  rules  of  evidence;  consulting  the  statutes, 
rules,  and  decisions  bearing  on  the  questions  at  issue;  submitting  to  the  Exam- 
iner of  Interferences  the  results  of  such  investigations  with  findings  or  conclu- 
sions reached ;  upon  final  decision  by  the  Examiner,  preparing  a  written  opinion 
for  his  signature  reviewing  the  evidence,  discussing  the  scientific  and  technical 
questions  and  the  legal  points  Involved,  and  applying  the  law  governing  the 
case,  concluding  with  a  judgment. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a  recog- 
nized law  school ;  not  less  than  seven  years'  successful  experience  as  an  assist- 
ant patent  examiner ;  thorough  knowledge  of  patent  law  and  Patent  Office  prac- 
tice and  procedure;  special  familiarity  with  the  law  of  evidence;  and  judicial 
temperament. 

Principal  Lines  of  Promotion 

From :  Assistant  Patent  Examiner. 

To :  Examiner  of  Interferences ;  Principal  Patent  Examiner ;  Patent  Law  Ex- 
aminer ;  Chief  Clerk,  Patent  Office. 

Compensation  for  Class 

Annual:  $8000 
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Title  of  Glass  : 

ESXAMINER  OF  INTERFERENCES  (PATENTS) 

Specifications  of  Class 
Duties: 

To  direct  and  be  responsible  for  tlie  work  of  the  Interference  Division  of 
the  Patent  Office  in  determining  priority  of  invention  between  rival  claimants 
for  patents ;  to  supervise  declarations  of  interferences  and  the  examination  and 
criticism  of  preliminary  statements  required  in  such  proceedings;  to  fix  times 
for  tailing  testimony  and  for  other  actions;  to  hear  and  decide,  subject  to  ap- 
peal, all  Interlocutory  motions;  to  preside  at  final  hearings  at  which  counsel 
appear,  to  discuss  the  invention,  the  evidence  submitted,  the  points  of  law,  and 
the  scientific  and  technical  questions  involved;  after  such  hearings,  to  weigh 
the  evidence,  consider  the  questions  presented,  and  to  prepare  or  direct  the 
preparation  of  written  opinions,  discussing  the  evidence  and  questions  involved 
and  concluding  with  a  judgment ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing,  and  from  a  rec- 
ognized law  school;  not  less  than  10  years'  experience  as  an  assistant  patent 
examiner,  including  at  least  two  years  as  acting  Principal  Patent  Examiner, 
Assistant  Examiner  of  Interferences  or  Patent  Law  Examiner;  thorough 
knowledge  of  patent  law  and  procedure  and  of  engineering  and  technical  mat- 
ters ;  administrative  ability ;  and  judicial  temperament. 

Principal  Lines  of  Promotion 

From:  Assistant  Examiner  of  Interferences   (Patents);  Principal  Patent  Ex- 
aminer. 

To:  Examiner-in-Chief ;  Assistant  Commissioner  of  Patents;  Commissioner  of 
Patents. 

Compensation  for  Class 

Annual:  $3600 


Title  of  Class  : 

EXAMINER  OF  INTERFERENCES  (TRADE-MARKS  AND  DESIGNS) 

Specifications  of  Class  1  fl  0  J. 

To  be  responsible  for  and  control  all  proceedings  in  trade-mark  interference, 
opposition,  and  cancellation  cases  and  design  interferences,  and,  in  connection 
therewith,  to  determine,  subject  to  review,  the  right  to  register  or  to  cancel  an 
existing  registration;  to  fix  times  for  taking  testimony  and  for  other  proceed- 
ings ;  to  hear  and  decide  interlocutory  motions ;  to  preside  at  final  hearings  at 
which  counsel  appear  and  discuss  the  testimony  and  legal  points  involved,  and, 
after  each  final  hearing,  to  prepare  a  written  opinion  discussing  the  evidence 
and  legal  questions  involved,  concluding  with  a  judgment;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school ;  not  less  than  10  years'  experience  as  an  assistant  pat- 
ent examiner,  Including  at  least  2  years  as  an  Assistant  Examiner  of  Trade- 
Marks  and  Designs;  and  special  familiarity  with  the  law  of  evidence,  and  the 
laws  relating  to  patents,  trade-marks,  and  designs. 

Principal  Lines  of  Promotion 

From:  First  Assistant  Patent  Eixaminer;  Examiner  of  Trade-Marks  and  De- 
signs. 

To:  Examiner  in  Chief;  Assistant  Commissioner  of  Patents;  Commissioner  of 
Patents. 

Compensation  for  Class 

Annual:  $8000 
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Title  of  Class: 

FIRST  ASSISTANT  EXAMINEtt  OF  PATENT  CLASSIFICATION 

Specifications  of  Claas  1605 

Duties: 

Under  the  direction  and  supervision  of  the  Examiner  of  Patent  Classification, 
to  determine  the  proper  classification  and  to  assign  an  application  for  a  patent 
to  a  particular  class  and  subclass  and  send  it  to  the  proper  examining  division 
of  the  Patent  Office,  when  the  original  assignment  by  the  Application  Division 
is  doubtful  or  disputed  by  Principal  Patent  Examiners  because  of  diverse  sub- 
ject matter  which  is  classifiable  in  different  divisions  or  classes,  or  so  generic 
that  it  might  be  placed  in  any  one  of  several  classes,  or  so  unusual  or  indefinite 
that  the  classification  is  not  apparent ;  in  the  absence  of  the  Examiner  of  Pat- 
ent Classification,  to  take  charge  of,  and  be  responsible  for  the  work  of  the 
Classification  Division;  generally,  to  assist  the  Examiner  of  Patent  Classifica- 
tion ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing;  preferably 
graduation  from  or  attendance  at  a  law  school,  or  admission  to  the  Bar;  not 
less  than  seven  years*  exi)erience  as  an  assistant  patent  examiner,  at  least  one 
year  of  which  shall  have  been  in  classification  work;  extensive  knowledge  of 
patent  law,  Patent  Office  practice  and  engineering  and  technical  matters;  pa- 
tience and  courtesy. 

Principal  Lines  of  Promotion 

From:  First  Assistant  Patent  Examiner. 

To :  Examiner  of  Patent  Classification ;  Principal  Patent  Examiner. 

Compensation  for  Class 

Annual:  $3000 

Title  of  Class  : 

EXAMINER  OF  PATENT  CLASSIFICATION 

Specifications  of  Class  1606 

Duties: 

To  direct  and  be  responsible  for  the  work  of  the  Classification  Diviaion  of 
the  Patent  Office  in  the  classification  of  all  United  States  and  foreign  patents 
and  all  publications  constituting  the  field  of  search  in  the  examination  of 
applications  for  patents ;  and  to  i)erform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a  rec- 
ognized law  school;  not  less  than  12  years*  experience  as  a  patent  examiner; 
thorough  knowledge  of  classification,  patent  law,  and  Patent  Office  procedure: 
recognized  skill,  standing,  and  ability  as  an  examiner;  administrative  and 
analytical  ability ;  and  Judicial  temi)erament. 

Principal  Lines  of  Promotion 

From :  Principal  Patent  Examiner ;  Patent  Law  Examiner ;  First  Assistant  Ex- 
aminer of  Patent  Classification. 

To:  Commissioner  of  Patents;  Assistant  Commissioner  of  Patents;  ESxamlner- 
in-Chief,  Patent  Office. 

Compensation  for  Class 

Annual:  ^000 

Title  of  Class  : 

PATENT  LAW  EXAMINER  ^ 

Specifications  of  Class  J.  U  U  ^ 

Duties: 

To  review  actions  by  inferior  Patent  Office  tribunals  in  cases  assigned  by  tlie 
Commissioner  of  Patents  and  to  recommend  appropriate  action  on  petition  or 
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appeal  to  the  Ck>mini88loner ;  to  represent  him  before  the  courts  in  cases  ap- 
pealed from  his  decision  or  in  suits  to  which  he  is  a  party ;  to  hear  and  decide, 
subject  to  appeal,  motions  to  dissolve  interferences,  involving  the  consideration 
of  questicms  of  patentability  of  inventions  and  the  right  of  parties  to  make 
claims  thereto ;  to  rule  upon  interlocutory  questions  in  cases  arising  throughout 
the  Office  involving  division  of  the  application,  delay  in  prosecuting  the  appli- 
cation, oaths  in  support  of  reissue  applications,  and  oaths  contravening  an 
anticipatory  patent;  to  rule  upon  all  proposed  interferences,  including  taking 
actions  to  avoid  interferences;  and  to  perform  special  work  assigned  by  the 
Commissioner,  such  as  investigating  the  standing  of  attorneys,  supervising  the 
personnel  of  the  examining  corps,  and  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a  recog- 
nized law  school;  not  less  than  10  years*  experience  as  a  patent  examiner,  2 
years  of  which  shall  have  been  as  a  Principal  Patent  Examiner  or  as  a  First 
Assistant  Patent  Examiner;  thorough  knowledge  of  patent  law,  Patent  Office 
procedure  and  engineering  and  technical  matters;  administrative  ability;  and 
judicial  temperament 

Principal  Lines  of  PnmM»ti«i 

Prom :  First  Assistant  Patent  EiXaminer ;  Principal  Patent  Examiner ;  Assistant 
Examiner  of  Interferences  (Patents). 

To:  Examiner-in-Chief,  Patent  Office;  Assistant  Commissioner  of  Patents;  Ex- 
aminer of  Patent  Classification ;  Chief  Clerk,  Patent  Office. 

Compensation  for  Class 
Annual:  |3600 


Title  of  Class: 

ASSISTANT  CHIEF  CLERK,  PATENT  OFFICE  ^  a(]0 

Specifications  of  Class  J  O  U  O 

Dnties: 

To  assist  the  Chief  Clerk  of  the  Patent  Office,  in  the  work  of  his  office, 
and  to  take  charge  thereof  and  be  responsible  therefor  in  his  absence,  in- 
cluding the  direction  of  the  clerical  personnel  of  the  entire  office;  to  answer 
questions  relating  to  the  policy,  procedure,  or  practice  of  the  Patent  Office, 
or  to  give  advice  in  such  matters  as  is  consisten't  with  the  Rules  of  Practice; 
to  review,  revise,  and  sign  letters  prepared  in  the  Chief  Clerk's  office,  which 
convey  information  relating  to  the  Rules  of  Practice,  or  to  decisions  of  the 
Commissioner  or  of  Federal  courts  in  patent  matters;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing,  and  preferably 
graduation  from  or  attendance  at  a  law  school  or  admission  to  the  bar;  not 
less  than  five  years'  experience  as  an  assistant  patent  examiner;  extensive 
knowledge  of  patent  law  and  Patent  Office  practice:  and  general  knowledge 
of  engineering  and  technical  matters  and  of  office  methods. 

Principal  Linos  of  Promotion 

From:  Assistant  Patent  Examiner. 

To:  Chief  Clerk,  Patent  Office;  First  Assistant  Patent  Examiner;  Principal 
Patent  Examiner. 

Compensation  for  Claaa 

Annual:  |2880 
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Title  of  Glass: 

CHIEF  CLERK,  PATENT  OFFICE 

Specifications  of  Class  1609 

Duties: 

Under  the  direction  of  the  Commissioner  of  Patents,  to  be  chief  executiye 
officer  of  the  Patent  Office,  and  as  such  to  be  responsible  for  and  direct  its 
clerical  force;  to  investigate  and  make  recommendations  upon  applications  for 
registration  made  by  attorneys  for  practice  before  the  Office;  to  administer 
oaths  in  special  cases;  to  confer  with  the  Commissioner  on  matters  of  office 
policy  and  procedure;  to  prepare  and  dictate  letters  in  answer  to  questions 
raised  relating  to  patents  or  applications  therefor  and  personally  to  answer 
questions  of  inventors  or  attorneys  as  to  the  practice  or  procedure  of  the 
Patent  Office,  its  rules  and  regulations,  the  scope  and  status  of  its  work,  the 
general  subject  of  patent  and  trade-mark  law,  and  the  legal  decisions  of  the 
Commissioner  and  of  the  Federal  courts  in  cases  involving  the  application  of 
patent  and  trade-mark  law;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school;  not  less  than  ten  years*  experience  as  an  assistant 
patent  examiner,  including  at  least  two  years'  experience  as  a  Principal 
Patent  Examiner  or  as  a  First  Assistant  Patent  Examiner ;  thorough  knowledge 
of  patent  law.  Patent  Office  procedure,  engineering  and  technical  matters,  and 
of  office  administration;  administrative  ability  and  Judicial  temperament. 

Principal  Lines  of  Promotion 

From:  First  Assistant  Patent  Examiner;  Patent  Law  Examiner;  Prindpal 
Patent  Examiner;  Assistant  Chief  Clerk,  Patent  Office;  Assistant  Examiner 
of  Interferences  (Patents). 

To :  Examiner-in-Chief ,  Patent  Office ;  or  Assistant  Commissioner  of  Patents. 

Compensation  for  Class 

Annual:  $4000 


1610 


Title  of  Class  : 

EXAMINER-IN-CHIEF,  PATENT  OFFICE 

Specifications  of  Class 
Dnties: 

As  a  member  of  an  appellate  tribunal  to  hear  and  decide  appeals  from  de- 
cisions of  (1)  Principal  Examiners  in  ex  parte  cases  denying  the  patentability 
of  the  claims  of  an  applicant  for  a  patent  or  for  reissue  of  a  patent  or  requir- 
ing division  of  an  application,  (2)  the  Examiner  of  Interferences  in  inter 
parte  cases  awarding  priority  of  invention  in  interferences  as  between  several 
parties  claiming  the  same  invention,  and  (3)  the  Patent  Law  Examiner  on 
denial  of  interlocutory  motions  to  dissolve  interferences  or  to  amend  the  issues 
thereof;  to  hear  and  report  upon  claims  for  extension  of  patents;  and  to  per- 
form other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school ;  expertness  in  patent  law  and  scientific  training  in  the 
mechanic  arts;  not  less  than  12  years*  experience  in  patent  law  work,  includ- 
ing at  least  two  years  in  the  Patent  Office  as  an  examiner,  or  not  less  than  12 
years'  experience  as  a  patent  attorney  of  recognized  professional  skill  and 
ability;  thorough  knowledge  of  Patent  Office  practice  and  procedure;  and 
judicial  temperament. 

Principal  Lines  of  Promotion 

From:  Principal  Examiner;  Examiner  of  Interferaices  (Patents);  Examiner 
of  Interferences  (Trade-Marks  and  Designs)  ;  Chief  Clerk,  Patent  Office; 
Examiner  of  Patent  Classification ;  Patent  Law  Examiner. 

To :  Assistant  Commissioner  of  Patents. 

Compensation  for  Class 
Annual:  $4500 
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Title  of  Class  : 

ASSISTANT  COMMISSIONER  OF  PATENTS 

Specifications  of  Class  1  ^  1   I 

Duties:  ^^±X 

To  perform  such  work  pertaining  to  the  office  of  the  Commissioner  of 
Patents  as  may  be  delegated  by  the  Commissioner,  and  in  his  absence  to  take 
charge  of  and  be  responsible  for  the  work  of  the  Patent  Office  and  Its  per- 
sonnel. 

Examples:  Hearing  and  deciding  appeals  from  the  decisions  of  the  Board  of 
Bxaminers-in-Chief  in  refusing  a  patent  in  the  form  claimed,  or  in  interfer- 
ence proceedings  between  two  or  more  parties  who  have  applied  for  a  patent 
for  the  same  invention,  or  from  the  Examiner  of  Interferences  and  from  the 
Examiner  of  Trade-Marks  in  trade-mark  cases;  deciding  petitions  for  the  re- 
vival of  abandoned  applications  brought  under  statutory  provisions;  determin- 
ing if  motions  for  dissolution  of  interferences  are  in  proper  form  and  if  they 
have  been  filed  within  the  proper  time;  signing  the  weekly  issues  of  pat^its 
and  certifying  to  copies  of  office  records ;  directing  the  work  of  the  examining 
and  clerical  divisions  of  the  office;  advising  examiners  and  the  public  on 
patent  matters;  consulting  with  the  Commissioner  on  question  of  office  policy 
and  procedure. 

Qvalifieaticms: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school ;  not  less  than  12  years*  successful  experience  as  a  patent 
examiner  or  as  a  patent  attorney  of  proven  ability  and  recognized  standing; 
thorough  knowledge  of  patent  law  and  the  sdentiflc  and  mechanic  arts; 
familiarity  with  Patent  Office  procedure  and  practice;  administrative  ability 
of  a  high  order;  and  judicial  temperament. 

Principal  Lines  of  Promotion 

From:  Examlner-in-Chlef,  Patent  Office;  Patent  Law  Examiner;  Examiner  of 
Interferences  (Patents) ;  Examiner  of  Interferences  (Trade-Marks  and  De- 
signs);  Principal  Patent  Examiner;  Examiner  of  Patent  Classification; 
Chief  Clerk,  Patent  Office. 

To :  Commissioner  of  Patents. 

Compensation  for  Class 

Annual:  $0000 

TiTUE  OF  Class: 
COMMISSIONER  OF  PATENTS 

Specifications  of  Class  1  R  V/ 

Duties:  1  U  L  ^ 

Under  the  g^ieral  direction  of  the  Secretary  of  the  Interior,  to  have  adminis- 
trative charge  of  the  iTnited  States  Patent  Office  and  to  act  in  a  Judicial 
capacity  in  matters  relating  to  the  granting  and  issuing  of  patents  and  the 
registration  of  trade-marks,  prints,  and  labels  as  prescribed  by  law;  and  to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school ;  not  less  than  12  years*  experience  as  a  patent  examiner 
or  patent  attorney  of  proven  ability  and  recognized  standing ;  thorough  knowl- 
edge of  patent  law,  Patent  Office  procedure  and  practice,  and  the  scientific  and 
mechanic  arts ;  administrative  ability  of  a  high  order  and  judicial  temperament. 

Principal  Lines  of  Promotion 

From:  Assistant  Commissioner  of  Patents;  Examiner  in  Chief,  Patent  Office; 
Examiner  of  Patent  Classification;  Examiner  of  Interferences  (Patents) ;  Ex- 
aminer of  Interferences  (Trade-Marks  and  Designs)  ;  Principal  Patent  Ex- 
aminer. 

Compensation  for  Class 

Annual:  $65(X) 
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OTHER  CLASSES  IN  THE  PATENT  SERVICE 


Title  of  Class: 

PATENT  INVESTIGATOR  I  r>  i  ^ 

Specifications  of  Class  1  U  -L  ^ 

Duties: 

Independently,  or  under  general  direction,  to  Investigate  questions  relating  to 
inventions,  or  patents  for  Inventions ;  and  to  perform  related  work  as  required. 

Examples :  Searching  the  Patent  Office  records,  foreign  and  domestic  patents, 
or  the  prior  arts  as  disclosed  in  publications  or  otherwise;  determining  ques- 
tions of  novelty,  usefulness,  or  practicability,  validity,  and  infringement;  find- 
ing, examining,  and  considering  anticipatory  references,  including  patents  or 
publications ;  advising  as  to  making  applications  for  patents  for  new  inventions 
as  a  result  of  preliminary  or  validity  searches ;  determining  the  ownership  of 
patents  by  search  of  records  for  transfers  or  asslgnm^its  of  patent  rights; 
conferring  and  consulting  with  Inventors  and  Government  officials  relating  to 
inventions  or  patents. 

Qualifications: 

Training  equivalent  to  that  represented  by  completion  of  one  year  of  a 
technical  course  In  a  college,  university,  or  technical  school  of  recognised  stand- 
ing, or  equivalent  technical  and  practical  experience  In  a  mechanical,  electrical, 
or  chemical  Industry;  not  less  than  two  years'  experience  In  Patent  Office 
searching,  or  equivalent  knowledge  of  technics;  familiarity  with  the  use  of 
Patent  Office  records,  and  of  the  laws  providing  for  the  transfer  of  patent  rights 
and  the  recording  of  assignments;  and  preferably  knowledge  of  French  and 
German. 

Principal  Lines  of  Promotion 

To :  Patent  Solicitor. 

Compensation  for  Class 

Annual:  |2100-|2220-¥2340 


Title  of  Class  : 

PATENT  SOLICITOR  I  p  i    ' 

Specifications  of  Class  1  D  J.  4 

Duties: 

Independently,  or  under  general  supervision,  to  examine  Inventions  in  con- 
nection with  the  patent  work  of  a  department  or  other  Government  establish- 
ment; to  write  applications  for  patents,  Including  the  preparing  of  petitions, 
oaths,  drawings,  and  specifications  or  descriptions  of  Inventions,  and  the  draft- 
ing of  claims  to  cover  or  to  protect  the  Invention  when  patented.  In  accordance 
with  the  provisions  of  the  patent  laws  and  the  Rules  of  Practice  of  the  United 
States  Patent  Office;  to  prosecute  applications  befote  the  tribunals  of  the 
Patent  Office;  to  conduct  appeals  knd  Interference  proceedings;  to  prepare 
licenses,  assignments,  and  affidavits ;  to  confer  and  consult  with  Inventors  and 
Government  officials  relating  to  Inventions;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school;  not  less  than  three  years'  successful  experience  In 
technical  patent  work;  extensive  knowledge  of  patent  law  and  of  Patent  Office 
practice  and  procedure;  and  preferably  practical  and  theoretical  knowledge 
of  engineering.  Including  mechanics,  physics,  electricity,  and  chemistry. 

Principal  Lines  of  Promotion 

From:  Patent  Investigator. 
To:  Patent  Expert. 

Compensation  for  Class 
Annual:  |2700 
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TiTUE  OF  Class: 
PATENT  EXPERT 

Specificatioiis  of  Class  1  6  J  •) 

Duties:  ^^^j 

Under  general  direction,  to  perform  liighly  technical  patent  work  and  re- 
lated legal  work  for  a  department  or  independent  establishment;  generally 
to  assist  a  Patent  Adviser  in  the  work  of  a  section;  and  to  perform  related 
work  as  required. 

Examples :  Preparing  and  prosecuting  applications  for  patents  in  the  United 
States  Patent  Office;  preparing  papers  in  legal  proceedings  involving  or  relat- 
ing to  patents  or  applications  therefor;  rendering  opinions  as  to  validity  and 
infringement  based  on  reports  of  searches;  handling  claims  or  advising  on 
their  disposition;  preparing  contracts,  licenses  and  assignments  and  forms 
therefor,  and  liability  and  indemnity  clauses  in  contracts  involving  patents 
or  inventions;  advising  with  inventors  regarding  their  inventions. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
a  college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school;  not  less  than  five  years'  successful  experience  in  patent 
work,  including  the  making  of  searches  to  determine  novelty  and  particularly 
validity  and  infringement,  and  the  preparation  and  prosecution  of  patent  ap- 
plications and  interferences  in  the  Patent  Office;  and  thorough  knowledge  o^ 
patent  law  and  of  Patent  Office  practice  iind  procedure. 

Prindpal  Lines  of  Promotion 


From:  Patent  Solicitor. 
To:  Patent  Adviser. 

Compensation  for  Class 
Annual:  $S000 


TrrtE  OF  Class  : 
PATENT  ADVISER 

Specifications  of  Class  1  U  J.  O 

Duties: 

Under  the  general  direction  of  a  Chief  Patent  Adviser,  to  have  charge  of  a 
patent  section  or  unit  in  an  executive  department  or  other  Government  estab- 
lishment; to  direct  or  supervise  all  phases  of  patent  work;  and  to  perform 
other  related  legal  work. 

Examples:  Directing  the  preparation  and  prosecution  of  applications  for 
patents,  for  inventions  in  which  the  United  States  has  or  is  to  acquire  an 
interest,  including  the  conduct  of  interference  proceedings  or  appeals  in  the 
Patent  Office  and  in  the  Court  of  Appeals  of  the  District  of  Columbia ;  di- 
recting investigations  as  to  the  patentability  of  inventions,  and  the  validity, 
infringement  of  and  title  of  letters  patent;  drafting  agreements  or  contracts, 
or  passing  on  special  patent  clauses  in  contracts  to  which  the  United  States 
Government  or  any  department  or  branch  thereof  is  a  party;  conducting  ne- 
gotiations for  rights  to  manufacture  material  protected  by  patents,  or  to  make 
use  of  the  inventions  claimed  by  such  patents;  preparing  defenses  in  claims 
made  against  the  United  States  for  infringement  of  patent  rights  and  nego- 
tiating for  settlement  of  such  claims  in  or  out  of  court;  rendering  reports 
to  the  Chief  Patent  Adviser  or  Government  organizations  engaged  in  investi- 
gating the  development  of  the  patented  art  in  any  lines  of  invention. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a 
recognized  law  school;  not  less  than  eight  years*  experience  in  patent  work, 
including  the  making  of  searches  to  determine  novelty,  validity,  or  infringe- 
ment, and  the  preparation  and  prosecution  of  patent  applications  and  inter- 
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ferences  in  the  Patent  Office;  thorough  knowledge  of  patent  law  and  ot 
Patent  Office  practice  and  procedure;  administrative  ability  and  judicial 
temperament 

Prindpal  Lines  of  Promotion 

From:  Patent  Expert. 
To:  Chief  Patent  Adviser. 

Compensation  for  Class 

Annual:  $3000 


TrTLE  OF  Class: 

CHIEF  PATENT  ADVISER  ^ 

Specifications  of  Class  i  O  J.  ^ 

Dnties: 

To  have  charge  of  and  be  responsible  for  the  patent  work  in  an  executiye 
department  or  other  Government  establishment ;  to  determine  its  patent  policy 
and  procedure;  to  direct  and  supervise  the  patent  work  in  all  subdivisions 
of  the  organization ;  to  represent  the  department  or  establishment  on  a  patent 
board  and  render  decisions  upon  claims  for  infringement  of  patents;  to 
review  and  pass  upon  patent  clauses  in  contracts  and  forms  for  use  in  as- 
signment or  transfer  of  title;  and  to  perform  other  related  work. 

Examples:  Directing  and  supervising  the  collection  of  data  upon  inventions 
made  by  members  of  the  military  or  naval  forces  or  by  other  employees  of 
the  Government,  the  procurement  of  patents  on  worthy  inventions,  and  the 
establishment  of  title  of  the  United  States  in  said  inventions  and  patents: 
directing  the  procurement  of  data  for  submission  to  the  Munitions  Patent 
Board  relative  to  claims  for  remuneration  for  use  of  inventions  of  persons 
not  employees  of  the  Government. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  a 
college,  university,  or  technical  school  of  recognized  standing  and  from  a  recog- 
nized law  school;  not  less  than  10  years'  experience  as  a  patent  attorn^  in 
general  practice  before  the  Patent  Office  and  the  Federal  courts,  or  five  years* 
such  experience  and  five  years  as  a  patent  examiner  in  the  Patent  Office, 
including  making  searches  to  determine  novelty,  validity  and  infringe- 
ment ;  thorough  knowledge  of  patent  law,  Patent  Office  practice  and  procedure, 
and  engineering  and  technical  matters;  administrative  ability  and  judicial 
temperament. 

Principal  Lines  of  Promotion 

From:  Patent  Adviser. 

Compensation  for  Class 

Annual:  $8600-¥3660-$3720 


41.  THE  PHYSICAL  SCIENCE  SERVICE 


This  tervice  includes  clanftrs  of  positions  the  duties  of  ivfUch  are  to  supervise 
or  to  perform-  work  requiring  specialized  knowledge  of  physics,  chemistry 
and  related  branches  of  science^  such  as  niathematicSt  astronomy^  meteor- 
ology,  metallurgy  J  geology,  and  soil  science. 

ASTBONOMY  : 

AstcoBomlcal  C*mpater 
Chkf  Astnmimilcal  Compater 


AMOdato  Aitronomer 
AttroB^niMr 
Senior  AttrMMBMr 

AsTBOXOMT,  Mathematical: 

Jnnlor  Mathif  tlml  AstiwiwaMr 
AMlttont  Math— latiwl  AMinnumn 
AMOcUte  Mathamatlcal  Aatraaoniar 
Mathamatical  AstroBomer 
Senior  Mathematical  AatrenMaar 

Chbmistrt  : 

Janlar  Aid  In  Chamlatry 
Sanlar  AM  In  Chamlttnr 
Jaalar  Chaoiltt 
AMtotant  Cheadrt 
AflMclata  Chomlat 
Chamiet 
Senior  ChoHlit 

Aniatant  Chief,  Bareaa  of  Chaalttry 
Chief,  Bareaa  of  Cheadstry 

Gboloot: 

AM  In  Geoiogr 
Jmlor  Gcolofflet 
Aaabtant  Goolofflet 
AModato  Geologist 
Geolofftot 
Senior  GeologUt 

Director,  Geological  Sanrejr 

MATHnCATICS: 

Jmlor  Mathematician 
AMletant  Mathematician 
AaeocUto  Matheautlclan 
Mathematldan 
Senior  Mathematician 

Mbtallubgy  : 

Jmlor  Motallnrglat 
Aaabtant  MetaUnrctot 
Aaeodate  MetaUarfflet 
MetaUvrfftot 
Senior  Metallnrrlet 

7i;3 
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MVTBOBOLOOT  : 

Aitiitint  ObMrr«r  In  Mctaorolosy 
ObMrrer  In  Meteorttogy 
Jnnlor  IfteteorDloffiit 
AMittent  Ifetooroloflflt 
AModate  MotMroloslat 
M«toorolQfftot 
S«ni«r  M»toorolofftot 

ChlAf ,  WMlhar  Baraau 

Physics  : 

Janlor  Aid  In  Fhyaia 
Senior  Aid  In  PliTslct 
Junior  Phyiicist 
AMistant  Plunildit 
AModate  VhjOebt 
PliTslebt 
Sonlor  PluBldst 

Director,  BorcMi  of  Standards 

Soil  Scibitcb  : 

AModato  Soil  Sdentbt 
SoU  SdentUt 
Sonlor  Soil  SdentM 

Chief,  Bnrean  of  SoUe 


ASTRONOMY 


Title  of  Giass  : 

ASTRONOMICAL  COMPUTER  1  P  1  « 

Specifications  of  Class 
Duties: 

To  perform,  under  iuimediate  supervision,  routine  reductions  in  astronomy; 
and  to  perform  related  work  as  required. 

Examples:  Reducing  transit  circle,  equatorial,  prime  vertical,  alt-azimuth, 
and  photographic  observations;  computing  ephemerides,  and  the  orbits  of 
asteroids  and  comets. 

QnaUficatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  an  institution 
of  recognized  standing,  with  major  work  in  mathematics,  mechanics,  astron- 
omy, and  related  subjects;  and  ability  to  read  scientific  French,  or  German, 
or  an  equivalent  foreign  language. 

Principal  Lines  of  Promotion 

To:  Assistant  Astronomer;  Chief  Astronomical  Computer. 

Compensation  for  Class 

Annual:  |1200-^132O-|144O-4156M168O-¥1800 


Title  of  Class: 

CHIEF  ASTRONOMICAL  COMPUTER 

Specifications  of  Class  I  B 1 9 

Duties:  *  ^ 

To  supervise  the  work  of  reducing  observations  made  on  the  various 
astronomical  instruments;  to  prepare  astronomical  data  for  publication;  to 
proof  read  technical  papers ;  and  to  perform  related  work  as  requlretl. 


RBGLASSIFIGATION  COMMISSION  RBFOBT — ^PABT  n.  765 

QnalillaitiMs: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  •  mathematics, 
mechanics,  astronomy,  and  related  subjects ;  not  less  than  five  years'  practical 
experience  in  astronomical  computing;  and  ability  to  read  scientific  French, 
or  German,  or  an  equivalent  foreign  language. 

Prindpal  Lines  of  Promotion 

From :  Astronomical  Computer. 
To :  Associate  Astronomer. 

Compenisation  for  Class 

Annual:  $180(V-$ld20-t2040-¥2ieO 


Title  of  Ciass  : 
ASSISTANT  ASTRONOMER 

Spedlications  of  Class  1620 

Duties: 

To  perform,  under  supervision,  general  work  in  astronomy;  to  collect  and 
compile  data  secured  by  astronomical  observations ;  to  assist  in  tests  or  investi- 
gations of  astronomical  or  nautical  apparatus ;  and  to  perform  related  work  as 
required. 

Examples:  Observing  celestial  objects  with  transit  circle,  equatorial,  alt-azi- 
muth, prime  vertical,  and  photographic  telescope;  accompanying  scientific  ex- 
peditions to  assist  in  observing  eclipses  of  the  sun ;  assisting  in  determining  ttxe 
difference  of  longitude  and  the  latitude  of  various  stations. 

QnaMcationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mechanics, 
astronomy,  and  related  subjects,  by  not  less  than  one  year's  graduate  work  in 
astronomy,  and  by  at  least  one  year's  professional  experience  in  the  use  of 
astronomical  instruments;  ability  to  read  scientific  French,  or  German,  or  an 
equivalent  foreign  language,  and  to  prepare,  in  clear  and  concise  English, 
manuscripts  dealing  with  work  in  astronomy. 

Principal  Lines  of  Promotion 

From:  Astronomical  Computer. 
To :  Associate  Astronomer. 

Compensation  for  Class 

Annual:  |2400-^520-$264O'|276O-$288O-$d000 


Title  or  Class  : 
ASSOCIATE  ASTRONOMER 

Specifications  of  Class  i  ^  O  i 

Dntioa:  104^1 

To  perform,  under  general  direction,  either  individually  or  with  subordinates, 
specialized  work  in  astronomy  which  may  or  may  not  involve  supervisory  du- 
ties, but  does  not  include  the  determination  of  policies ;  to  direct  or  to  perform 
investigations  of  errors  pertaining  to  astronomical  or  nautical  apparatus;  and 
to  perform  related  work  as  required. 

Examples:  Observing  celestial  objects  with  various  astronomical  instru- 
ments ;  determining  the  difference  of  longitude  and  the  latitude  of  various  sta- 
tions ;  assuming  charge  in  the  absence  of  the  head  of  the  division ;  conducting 
research  work. 

Qnnlificatiomi: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution   of  recognized   standing,   with   major   work   in   mathematics,  me- 
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chanics,  astronomy,  and  related  subjects,  by  not  less  than  two  years'  graduate 
work,  and  by  at  least  two  years*  professional  experience  in  astrononoy ;  ability 
to  read  scientific  French  and  German,  or  two  equivalent  foreign  languages ;  and 
proven  scientific  and  technical  ability  in  the  field  of  astronomy. 

Princiiial  Lines  of  Promotion 

From :  Assistant  Astronomer ;  Chief  Astronomical  Computer. 
To:  Astronomer. 

Compensation  for  Class 

Annual:  $3240<-$336(M348M3600-|3720-^840 


Title  of  Class: 

ASTRONOMER  1  P  Q  O 

Specifications  of  Class  1  O  /C  ^ 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on,  indi- 
vidually or  with  associates  or  through  subordinates,  highly  specialized  lines 
or  research  work  In  astronomy;  (2)  to  plan  and  execute  major  lines  of  work  in 
astronomy ;  (3)  to  perform  major  administrative  duties  under  executive  direc- 
tion;  or  (4)  to  act  in  a  consulting  or  advisory  capacity  on  problems  in  astron- 
omy ; — arid  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mechanics. 
astronomy,  and  related  subjects,  by  not  less  than  three  years'  graduate  work, 
and  by  at  least  five  years*  professional  experience  in  astronomy ;  proven  ability 
to  conduct  or  direct  research  work  in  astronomy ;  ability  to  read  scientific 
French  and  German,  or  two  equivalent  foreign  languages,  and  to  prepare  for 
publication,  in  clear  and  concise  English,  manuscripts  embodying  the  results  of 
research  work  in  astronomy. 

Principal  Lines  of  Promotion 

From :  Associate  Astronomer. 
To :  Senior  Astronomer. 

Compensation  for  Class 

Annual:  $41<40-$4820-«4000-«4680h$4860-4G040 


Title  or  Class  : 

SENIOR  ASTRONOMER  1  P  9  '^ 

Specifications  of  Class  1  U^O 

Duties: 

To  perform  one  or  more  of  the  following  functions : — (1)  to  conduct  or  direct 
the  most  difficult  and  comprehensive  lines  of  advanced  research  work  In  astron- 
omy; (2)  to  act  as  consulting  specialist  In  the  field  of  astronomy;  or  (3)  to 
perform  major  ridmlnlstratlve  duties  involving  the  determination  of  broad  lines 
of  policy  under  the  limitations  imposed  by  existing  laws  and  regulations ; — and 
to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mechanics, 
astronomy,  and  related  subjects,  by  not  less  than  three  years'  graduate  work, 
and  by  at  least  10  years*  professional  experience  in  astronomy;  large  capacity 
and  proven  ability  to  perform,  direct,  or  administer  work  in  the  most  diffi- 
cult and  comprehensive  lines  of  astronomy. 

Principal  Lines  of  Promotion 

From:  Astronomer. 

Compensation  for  Class 

*    *    * 
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ASTRONOMY,  MATHEMATICAL 


TiTT-B  OF  Class  :  .     . 

JUNIOR  MATHEMATICAL  ASTRONOMER 

SpecificationB  of  Class 


162+ 


To  perform,  under  Immediate  supervision,  routine  work  in  mathematical 
astronomy;  and  to  perform  relate<l  worlc  as  required. 

Examples:  Computing  places  of  the  sun,  moon,  and  planets  from  the  tables 
provided;  computing  moon  culminations,  occultations,  satellite  aspects,  ap- 
parent places  of  the  fixed  stars,  and  the  various  astronomical  phenomena 
given  in  the  American  Ephemeris  and  Nautical  Almanac;  performing  such 
miscellaneous  work  as  may  be  asslgne<l  by  the  Director,  or  any  member  of  the 
office  staff  deputed  by  the  Director  to  act  in  his  place. 

QuIificatioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mathematical 
astronomy  and  related  subjects;  and  ability  to  read  scientific  French,  or 
German,  or  an  equivalent  foreign  language. 

Prineipal  Lines  of  Promotion 

To:  Asslsti^nt  Mathematical  Astronomer. 

Compensation  for  Class 

Annual:  |180O-|102(M2O4O-|216O 


Title  of  Class  : 

ASSISTANT  MATHEMATICAL  ASTRONOM^ 

Specifications  of  Class 

D.ti«.:  1625 

To  perform,  under  supervision,  either  Individually  or  with  assistants,  gen- 
eral work  in  mathematical  astronomy  and  in  the  preparation  of  the  American 
Ephemeris  and  Nautical  Almanac ;  and  to  perform  related  work  as  required. 

Examples:  Preparing  the  ephemerides  of  the  sun,  moon,  and  planets,  flt>- 
parent  places  of  the  fixed  stars,  occultations,  and  satellites  for  publication; 
reading  proof  of  the  ofilce  publications;  assisting  in  research  work,  under 
assignment  by  the  Director. 

QnaHficatfona: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mathematics,  as- 
tronomy, and  related  subjects;  additional  training  equivalent  to  that  rep- 
resented either  (1)  by  not  less  than  two  years*  graduate  work  in  mathematical 
astronomy  or  (2)  by  at  least  three  years*  experience  in  the  Nautical  Almanac 
Oflice;  ability  to  read  scientific  French,  or  German,  or  an  equivalent  foreign 
language,  and  to  prepare,  in  clear  and  concise  English,  manuscripts  dealing 
with  work  in  astronomy. 

Principal  Lines  of  Promotion 

From:  Junior  Mathematical  Astronomer. 
To:  Associate  Mathematical  Astronomer. 

Compensation  for  Class 

Annual:  $240a-f262(>-|2e40-C2760-$2880-48000 
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Title  of  Class  : 

ASSOCIATE  MATHEMATICAL  ASTRONOMER 

Specifications  of  Class  1  f)2i) 

To  perform,  under  general  direction,  either  Individually  or  with  subordinates, 
specialized  work  In  astronomical  research  which  may  or  may  not  involve  super- 
visory duties,  but  does  not  Include  the  determination  of  policies ;  and  to  perform 
related  work  as  required. 

Examples :  Revising  tables  of  the  sun,  moon,  and  major  planets ;  making  and 
revising  star  catalogues ;  correcting  elements  of  satellite  orbits ;  preparing  data 
for  eclipse  and  longitude  expeditions ;  discussing  the  work  of  such  expeditions. 

Qualificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mechanics, 
astronomy,  and  related  subjects,  by  not  less  than  three  years*  graduate  work, 
and  by  at  least  three  years'  professional  experience  In  mathematical  astronomy ; 
ability  to  read  scientific  French,  or  German,  or  an  equivalent  foreign  language ; 
and  proven  scientific  and  technical  ability  in  the  field  of  mathematical  a.s- 
tronomy. 

Principal  Lines  of  Promotion 

From :  Assistant  Mathematical  Astronomer. 
To:  Mathematical  Astronomer. 

Compensation  for  Class 

Annual:  |324a-«33ea-«3480^$3600-|3720-^3840 


Title  of  Class  : 
MATHEMATICAL  ASTU)NOMER 

Specifications  of  Class  1  O^  ' 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on,  indi- 
vidually or  with  associates,  or  through  subordinates,  highly  specialized  lines  of 
research  in  mathematical  astronomy;  (2)  to  plan  and  execute  major  lines  of 
work  in  astronomy;  (3)  to  act  as  director  in  the  absence  of  the  Director;  or 
(4)  to  act  in  a  consulting  or  advisory  capacity  on  problems  in  mathematical 
astronomy ; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  witli  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mechanics, 
astronomy,  and  related  subjects,  by  not  less  than  three  years*  graduate  work, 
and  by  at  least  five  years*  professional  experience  In  mathematical  astronomy; 
proven  ability  to  conduct  or  direct  research  work  in  mathematical  astronomy; 
ability  to  read  scientific  French,  or  German,  or  an  equivalent  foreign  language; 
and  to  prepare  for  publication,  in  clear  and  concise  English,  manuscripts  em- 
bodying the  results  of  research  work  In  astronomy. 

Principal  Lines  of  Promotion 

From:  Associate  Mathematical  Astronomer. 
To :  Senior  Mathematical  Astronomer. 

Compensation  for  Class 

Annual :  $4140-|432(>-$450a-44680-$486(>-i$5040 


BBGLASSI7I0ATI0N  OOICMISSION  BBPOBT— PABI  U,  769 

TXTUB  or  Glass  : 

SBNIOR  MATHEMATICAL  ASTRONOMER 

Spedllcations  of  Cl««i  1628 

I>iitlM: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  condact  or  direct 
the  most  difficult  and  comprehensive  lines  of  advanced  research  work  in  mathe- 
matical astronomy ;  (2)  to  act  as  consulting  specialist  In  the  field  of  mathe- 
matical astronomy ;  or  (S)  to  perform  major  administrative  duties  involving  the 
determination  of  broad  lines  of  policy  under  the  limitations  imposed  by  existing 
laws  and  regulations ; — and  to  perform  other  related  work. 

QnaUflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mathematics,  me- 
chanics, astronomy,  and  related  subjects,  by  not  less  than  three  years'  graduate 
work,  and  by  at  least  eight  years'  professional  experience  in  mathematical 
astronomy;  large  capacl^  and  proven  ability  to  perform,  to  direct,  or  to  ad- 
minister work  in  the  most  difficult  and  comprehensive  lines  of  mathematical 
astronomy. 

Principal  Lines  of  Promotion 
From:  Mathematical  Astronomer. 

Compensation,  for  Class 


CHEMISTRY 


TmjD  OF  Class  : 

JUNIOR  AID  IN  CHEMISTRY 

Specifications  of  Class  1  62U 

l>nti«i: 

To  assist  chemists  In  the  performance  of  routine  laboratory  work;  and  to 
perform  related  work  as  required. 

ESxamples:  Caring  for  chemicals  and  apparatus;  assisting  in  the  construc- 
tion of  apparatus  for  chemical  work ;  caring  for  and  feeding  laboratory  animals 
used  in  chemical  nutrition  experiments;  maldng  solutions;  performing  simple 
routine  analyses. 

Qnaliflcatlons: 

Training  equivalent  to  that  represented  by  graduation  from  high  school. 
Including  one  year  of  chemistry  and  one  year  of  physics;  accuracy  and  care- 
fulness. 

Principal  Lines  of  Promotion 

To :  Senior  Aid  in  Chemistry. 

Compensation  for  Class 

Annual:  |84M900~$960^1020-$1080-$114(M1200 


16o0 


Title  or  Class  : 

SENIOR  AID  IN  CHEMISTRY 

Specifications  of  Class 
Duties: 

To  assist  cheoilsts  in  the  performance  of  chemical  work,  or  to  make  routine 
chemical  analyses;  and  to  perform  related  work  as  required. 

Examples:  Constructing  apparatus  for  chemical  operations;  making  routine 
jinalyses,  such  as  determining  the  ultimate  composition  of  organic  compounds, 
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determining  the  ash  and  moisture  contents  of  animal  and  vegetable  products, 
or  making  nitrogen  and  sulphur  determinations;  assisting  in  chemical  investi- 
gations. 

Qnalifioitloiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
by  not  less  than  two  years'  college  work,  including  at  least  fifteen  college 
credits  in  chemistry;  accuracy  and  carefulness. 

Principal  Lines  of  Promotion 

From :  Junior  Aid  in  Chemistry. 

To:  Junior  Chemist;  Junior  Metallurgist. 

Compensation  for  Class 

Annual:  «120M182(^«l440-|15(K>-|168a41800 


TiTUB  or  CiJkBs: 

JUNIOR  CHEMIST  1631 

Specifications  of  Class 
Dntios: 

To  perform,  under  immediate  supervision,  routine  work  in  chemistry;  and 
to  perform  related  work  as  required. 

Examples:  Making  routine  determinations  in  analyses  of  ores,  alloys,  soils, 
fuels,  paints,  insecticides,  water,  beverages,  and  foodstuffs;  preparinig  ma- 
terial used  in  nutrition  experiments;  assisting  in  the  isolation  and  analysis 
of  proteins;  synthesizing  simple  organic  compounds;  measuring  the  solubility 
of  chemical  compounds;  performing  routine  measurements  of  the  hydrogen 
ion  concentration  of  solutions;  assisting  in  the  construction  and  operation  of 
apparatus  for  chemical  manufacturing  on  a  small  scale ;  serving  as  an  oliserver 
in  chemical  plant  performance  tests ;  making  tests  for  the  control  of  operations 
in  industrial  chemistry;  preparing  reagents  and  solutions  for  use  in  analyses; 
constructing  simple  apparatus. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  chemistry,  indnd- 
ing  general  inorganic,  analytical,  and  organic  chemistry;  additional  training 
in  one  or  more  of  the  following  optional  lines:  biological,  dairy,  engineering, 
explosives,  food,  fuel,  inorganic,  metallurgical,  organic,  petroleum,  pharma- 
ceutical, physical,  or  soil  chemistry;  ability  to  read  scientific  Frendb  or  Ger- 
man ;  and  initiative. 

Principal  Lines  of  Promotion 

From:  Senior  Aid  in  Chemistry. 
To:  Assistant  Chemist. 

Compensation  for  Class 

Annual:  «1800-$10(20-f2O4O-$216O 


Tmjs  OF  Class: 
ASSISTANT  CHEMIST 


Specifications  of  Class 


Duties:  J  oS^ 

To  perform,  under  supervision,  either  individually  or  with  the  assistance  ol 
subordinates,  general  work  in  chemistry;  and  to  perform  related  work  as  re- 
quired. 

Examples :  Preparing  indicators  for  special  work ;  ascertaining  the  d^rree  of 
ionization  of  acids,  bases,  and  salts;  studying  the  setting  of  gels;  determiniog 
yields  in  chemical  processes;  conducting  simple  industrial  chemical  investiga- 
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tions;  superrislng  control  operationa  In  Industrial  plants;  Isolating  organic 
compoimds  from  plant  and  animal  tissues ;  preparing  special  reagents  for  work 
in  biological  chemistry ;  isolating  proteins  and  ascertaining  their  chemical  and 
physical  properties;  performing  digestion  experiments  including  the  control  of 
nltrosen  balance;  making  independent  analyses  of  ores,  alloys,  soils,  fuels. 
paints,  insecticides,  water,  beverages,  and  foodstuffs;  determining  the  purity 
of  diemical  reagents;  determining  the  fineness  of  bullion  used  in  coinage;  per- 
forming electroanalyses  of  silver,  copper,  zinc,  and  other  metals;  studying 
methods  for  the  assay  of  pharmaceutical  products;  determining  the  strength 
and  pority  of  medicines ;  determining  accuracy  of  t}ie  compounding  of  prescrip- 
tions ;  analyzing  official  samplet  of  food  or  drag  products  as  a  basis  for  deter- 
mining  the  necessity  for  Federal  prosecution  under  the  Food  and  Drugs  Act; 
appearing  as  analyst  witness  in  cases  involving  yfolations  of  the  Federal  Food 
and  Drugs  Act 

Qvalificatlons: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  chemistry,  including 
general  inorganic,  analsilcal,  and  organic  chemistry,  and  by  not  less  than  two 
years'  graduate  work  in  one  or  more  of  the  following  optional  lines:  Agricvl- 
tural,  analytical,  biological,  dairy,  engineering,  explosives,  food,  fuel,  inorganic 
metallnrgical,  organic,  petroleum,  pharmaceutical,  physical,  or  soil  chemistry; 
ability  to  read  scientific  French  and  German,  and  to  prepare  chemical  manu- 
scripts in  clear  and  concise  English;  and  initiative. 

Principal  Lines  of  Promotion 

From:  Junior  Chemist 
To:  Associate  Chemist 

Compensation  fmr  Class 
Annual:  $240(><|2520^|264a427da-f288M9000 


TiTTJS  OF  Class: 
ASSOCIATE  CHEMIST 

Specifioitions  of  Class  I  t)Of) 

Duties: 

To  perform,  under  general  direction,  either  individually  or  with  associates  or 
subordinates,  specialized  work  in  chemistry  which  may  or  may  not  involve 
^supervisory  duties ;  and  to  perform  related  work  as  required. 

Examples :  Studying  the  relations  between  the  chemical  composition  and  the 
physical  properties  of  ferrous  and  non  ferrous  alloys ;  planning  and  supervising 
industrial-chemical  investigations ;  drafting  general  specifications  for  the  design 
of  chemical  plants;  studying  the  availability  and  utilization  of  raw  materials 
and  finished  chemical  products;  conducting  field  investigations  of  chemical 
plants  and  processes ;  controlling  yields  in  chemical  processes ;  ascertaining  the 
properties  of  emulsions;  applying  crystallographic  methods  to  chemical  analy- 
ses; perfecting  methods  for  preparing  organic  compounds  such  as  color  inter- 
mediates, ssmthetic  pharmaceuticals,  photographic  chemicals,  and  coal-tar  de- 
rivatives ;  determining  the  structure  of  organic  comi)ounds ;  isolating  and  iden- 
tifying organic  compounds  from  plant  and  animal  tissues ;  isolating  and  inves- 
tigating toxic  substances  from  plants  and  animals ;  conducting  nutrition  experi- 
ments to  determine  the  relative  food  value  of  various  proteins;  isolating  and 
identifying  organic  compounds  from  soils;  devising  new  analytical  methods; 
testing;  the  accuracy  of  existing  methods ;  determining  the  ingredients  in  patent 
medicines  and  secret  remedies;  preparing  reports  to  be  used  as  evidence  and 
appearing  as  expert  witness  in  cases  involving  violations  of  the  Federal  Food 
and  Drug  Act,  Internal  Revenue,  or  other  Federal  laws. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  chemistry,  including  gen- 
eral inorganic,  analytical  and  organic  chemistry,  by  not  less  than  three  years' 
graduate  work,  and  by  one  year's  professional  experience,  in  one  or  more  of  the 
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following  optional  lines:  Agricultural,  analytical,  biological,  dairy,  engineering. 
explosives,  food,  fuel,  inorganic,  metallurgical,  organic,  petroleum,  pharmaceuti- 
cal, pliysical,  or  soil  chemistry;  ability  to  read  scientific:  French  and  German, 
and  to  prepare  for  publication,  in  clear  and  concise  Englitfi,  manuscripts  em- 
bodying the  results  of  chemical  iuTtetigatlons ;  and  proved  technical  and  scien- 
tific proficiency. 

Principal  Lines  of  Promotion 

Prom :  Assistant  Chemist. 
To:  Chemist 

Componaation.  for  Class 

Annual:  $8240-f8a0O-^348(HSeOO-|872(>-4384O 


Title  of  Clash: 

CHBMIST 

Spodllaitions  of  Class  1  H  ^  -I- 

Dntlos:  i  utj-r 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on,  either 
indiyidually  or  with  associates  or  subordinates,  highly  specialized  lines  of 
chemical  research ;  (2)  to  act  in  a  consulting  or  advisory  capacity  on  problems 
In  chemistry;  (3)  to  plan  and  execute  major  lines  of  chemical  woris;  or  (4)  to 
I>erform  major  administrative  work  under  executive  direction ; — and  to  perform 
other  related  work. 

Examples :  Planning  and  conducting  the  more  advanced  and  difficult  chemical 
investigations;  planning  and  directing  the  work  of  staffs  of  InvestigatorB; 
furnishing  expert  advice  to  the  various  Government  agencies;  conducting  re- 
search to  Obtain  information  for  establishing  or  improving  important  industrial 
processes  for  the  general  public  welfare  as  provided  for  in  specific  enactments 
by  Congress;  planning  and  directing  chemical  work  essential  to  the  enforce- 
ment of  laws  enacted  by  Congress;  coordinating  chemical  and  related  work 
to  increase  the  efficiency  of  investigations  requiring  the  cooperation  of  Govern- 
ment establishments  and  important  industries. 

QuaKHoitioiis: 

Training  equival^it  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  chemistry,  by  not  less 
than  three  years'  graduate  work  in  chemistry,  and  by  not  less  than  fonr 
years*  professional  experience,  of  which  at  least  three  years  shall  have  been 
In  work  of  the  grade  required  of  an  Associate  Chemist ;  proven  ability  to  carry 
on  or  to  direct  research  work  in  chemistry;  ability  to  read  scientific  French 
and  German,  and  to  prepare  for  publication,  in  clear  and  concise  ESnglish,  mann- 
.s<Tipts  embodying  the  results  of  chemical  investigations. 

Principal  Lines  of  Promotion 

From :  Associate  Chemist. 

To :  Senior  Chemist ;  Assistant  Chief,  Bureau  of  Chemistry ;  Chief,  Bureau  of 
Chemistry. 

Compensation  for  Class 

Annual:  $414O-44320-$4r>0O-^468(>-$486(M55O4O 


Title  of  Class  : 

SENIOR  CHEMIST  J  g  J]  ^ 

Specifications  of  Class 
Dutios: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on  or 
direct  the  most  difficult  and  comprehensive  lines  of  advanced  chemical  in- 
vestigations;  (2)  to  act  as  consulting  specialist  In  the  field  of  chemistry;  or 
(3)  to  perform  major  administrative  work  involving  the  broadest  lines  of 
policy : — and  to  perform  other  related  work. 

Examples:  Assuming  responsibility  for  the  most  exacting  and  intricate 
chemical  investigations :  deciding  questions  of  policy  involving  chemical  stand- 
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ards  for  commercial  products;  directing  groups  of  workers  on  major  chemical 
projects ;  serving  as  chief  of  an  important  chemical  division  of  a  bureau. 

QnaliflaitfoBs: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  chemistry,  by  not  less 
than  three  years'  graduate  work  In  chemistry,^  and  by  not  less  than  eight  years* 
professional  experience,  of  which  at  least  three  years  shall  have  been  in  work 
of  the  grade  of  Chemist ;  large  capacity  and  proven  ability  to  perform,  direct, 
or  administer  work  in  the  most  difficult  and  comprehensive  lines  of  chemistry. 

Piindpal  Lines  of  Promotion 

From:  Chemist. 

To :  Assistant  Chief,  Bureau  of  Chemistry ;  Chief,  Bureau  of  Chemistry. 

Compensation  for  Class 


1636 


Title  of  Class  : 

ASSISTANT  CHIEF,  BUREAU  OF  CHEMISTRY 

Specifications  of  Cliusus 
Duties: 

To  assist  the  Chief  In  the  administration  of  the  work  of  the  Bureau  of  Chem- 
istry, including  the  supervision  of  its  field  force,  inspectlonal,  and  clerical  per- 
s^onnel,  and  in  the  enforcement  of  the  Food  and  Drugs  Act ;  to  act  as  Chief  in 
his  absence ;  or,  to  assist  the  Chief  in  the  administration  of  the  research  work, 
scientific  personnel,  and  related  work  of  the  Bureau  of  Chemistry ;  and  to  per- 
form other  related  work. 

Qnalificatioiifl: 

Either  (1)  training  equivalent  to  that  represented  by  graduation  with  a 
degree  from  an  institution  of  recognized  standing;  preferably  professional 
legal  training  In  addition;  extended  executive  experience;  not  less  than  five 
years'  experience  in  the  administration  of  the  Food  and  Drugs  Act;  judicial 
temperament  and  exceptional  executive  capacity ;  or  (2)  training  equivalent  to 
that  represented  by  graduation  with  a  degree  from  an  institution  of  recognized 
standing,  with  major  work  in  chemistry  and  related  subjects,  and  by  not  less 
than  three  years*  graduate  work  in  chemistry;  extended  experience  in  con- 
ducting and  administering  research  work  in  chemistry;  large  capacity  and 
good  judgment  of  men. 


Principal  Lines  of  Promotion 

From:  Chief  of  District ;  Senior  Chemist ;  Chemist. 
To :  Chief,  Bureau  of  Chemistry. 

Compensation  for  Class 


TiTuc  OF  Class  : 

CHIEF,  BUREAU  OF  CHEMISTRY 

Specifications  of  Class  ]  0  O  7 

Duties: 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  admin- 
istrative charge  of  all  the  activities  of  the  Bureau  of  Chemistry;  to  be  re- 
sponsible for  its  expenditures  and  the  efficiency  of  Its  employees;  to  admin- 
ister the  work  required  in  the  enforcement  of  the  Food  and  Drugs  Act;  to 
initiate  and  direct  research  In  agricultural,  food,  drug,  and  industrial  chem- 
istry, as  well  as  in  the  field  of  pure  chemistry ;  to  consider  and  take  action  on 
questions  concerning  chemistry  and  related  subject.s  referred  by  the  Secretary ; 
and  to  perform  other  related  work. 
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QualiflcatioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  aii 
institution  of  recognized  standing,  with  major  work  in  science  and  by  not  lefts 
tlian  three  years'  graduate  work  in  chemistry ;  extended  experience  in  tlie  appli- 
cuticMi  of  scientific  methods  of  research  to  the  solution  of  problems  in  chemistry 
and  related  subjects;  not  less  than  five  years'  responsible  administrative  e\ 
perience;  ability  to  determine  productive  lines  of  research  relating  to  chemis- 
try, Hnd  to  organize  and  direct  staffs  of  investigators  and  regulatory  workers. 

Principal  Lines  of  Promotion 

From:  Assistant  (.'hief.  Bureau  of  Chemistry;  Senior  Chemist;  Chemist. 

Compensation  for  Class 


GEOLOGY 


Title  of  Class: 

AID  IN  GEOLOGY  1638 

Specifications  of  Class 
Duties: 

To  perform,  under  immediate  supervision,  minor  routine  work  in  geology ;  and 
to  perform  related  work  as  required. 

Examples:  Preparing  fossils  and  other  specimens  for  study;  recording  and 
arranging  geologic  notes ;  acting  as  rodman  in  a  geologic  field  party. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school. 

Principal  Lines  of  Promotion 

To :  Junior  Geologist. 

Compensation  for  Class 

Annual:  $1200-$132(M1440-$1660^168(>-$1800 


Title  of  Class  : 
JUNIOR  GEOLOGIST 

Spedficatfons  of  Class  J  63 !) 

Duties: 

To  perform,  under  imiiiecliate  supervision,  subordinate  work  in  geology;  aiid 
to  perform  related  work  as  required. 

Examples:  Carrying  on  or  assisting  in  simple  geologic  mapping;  ma  king 
And  recording  geologic  observations  bearing  on  specific  problems;  malring 
preliminary  studies  of  mineral  prospects;  conducting  plane-table  work;  ar- 
ranging, labeling,  and  studying  specimens  of  rocks,  fossils,  and  ores,  and  in 
other  ways  aiding  the  chief  in  the  preparation  of  reports. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  geology;  additioiial 
training  in  one  or  more  of  the  following  optional  lines ;  mineralogy,  petrography, 
geophysics,  paleontology,  physiography,  mineral  geography,  gladology,  strati- 
graphy, structural  geology,  economic  geology  of  the  metalliferous  minerals,  eco- 
nomic geology  of  the  fuels — coal,  oil,  or  gas— or  of  other  nonmetallifferous 
minerals ;  ability  to  read  scientific  French,  or  German,  or  an  equivalent  foreign 
language,  and  to  write  clear  and  concise  English. 
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Prindiial  Lines  of  PromotiiMi 

"B^rom:  Aid  In  Geology. 
To:  Assistant  Geologist. 

Compensation  for  Class 
Annual:  «180(>-<1820-«204O-|2160 

Title  of  Class  : 
ASSISTANT  GEOLOGIST 

Speeifications  of  Class  1640 

Duties: 

TTniler  specific  administrative  and  technical  direction,  to  perform  indlyidjaally, 
4>r  to  direct  witli  assistants,  general  geologic  and  related  work  requiring  proven 
ability ;  or  to  have  charge  of  minor  subdivisions  of  such  work. 

Eixamples:  Mapping,  geologically,  definite  portions  of  an  area;  studying  and 
describing  less  important  mineral  deposits;  tracing  and  mapping  important 
geologic  contacts  or  horizons;  preparing  reports  under  immediate  supervision, 
but  with  some  manifestation  of  scientific  originality  in  recognizing  problems 
and  in  devising  methods  for  their  59ohition ;  having  charge  of  a  small  field  party 
or  a  subdivision  thereof. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
nn  institution  of  recognized  standing,  with  major  work  in  geology ;  additional 
training  equivalent  to  that  represented  by  not  less  than  two  years*  professional 
experience  in  geology  or  by  at  least  two  years'  graduate  work ;  ability  to  read 
scientific  French,  or  German,  or  an  equivalent  foreign  language,  and  to  prepare, 
in  clear  and  concise  English,  manuscripts  dealing  with  work  in  geology. 

Principal  Lines  of  Promotion 

From :  Junior  Geologist. 
To :  Associate  Geologist. 

Compensation  for  Class 

Annual:  $24O(M202M264O-$276O-|288(MaOOO 


Title  or  Class: 
ASSOCIATE  GEOLOGIST 

Specifications  of  Class  1  n  f  ; 

Dntl«:  A  0^1 

Under  general  administrative  and  technical  direction,  to  perform  individually, 
or  to  diMet  with  assistants,  specialized  ^rk  in  geology  requiring  experience 
and  proven  ability ;  to  exercise  independent  judgment  and  to  assume  responsi- 
bilities in  the  solution  of  geologic  problems  and  In  the  preparation  of  reports; 
or  to  be  in  responsible  charge  of  an  intermediate  subdivision  In  an  organization 
doing  geologic  work ;  and  to  perform  related  work  as  required. 

Examples :  Having  charge  of  a  geologic  field  party  or  small  group  of  parties, 
or  of  a  specific  geologic  Investigation,  or  of  an  intermediate  subdivision  In  an 
organization  dealing  with  geologic  problems ;  preparing  reports  upon  a  geologic 
field,  or  upon  a  particular  mineral  resource  or  group  of  resources. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  dgree  from  an 
institution  of  recognized  standing,  with  major  work  in  geology;  additional 
training  equivalent  to  that  represented  either  (1)  by  not  less  than  five  years* 
professional  experience  In  work  of  the  grade  required  of  an  Assistant  Geologist, 
or  (2)  by  not  less  than  three  years'  graduate  work;  ability  to  read  sdentlflc 
French  or  German,  or  an  equivalent  foreign  language,  and  to  prepare.  In  clear 
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and  concise  English,  manuscripts  embodying  the  results  of  Investigations  in 
geology. 

Principal  Lines  of  Promotion 

From :  Assistant  Geologist. 
To:  Geologist. 

Compensation  for  Class 

Annual:  |3240-^360-f3480-$3600-$372(>-$3840 


Title  of  Class  : 

GEOLOGIST  1  P  "f  9 

Specifications  of  Class  1  U  4  ^ 

Daties: 

To  perform,  under  general  administrative  direction,  one  or  more  of  the 
following  functions: — (1)  to  carry  on,  individually  or  with  associates  or 
through  subordinates,  highly  ^)ecialized  Investigations  In  geology;  (2)  to  plan 
and  execute  major  lines  of  work  in  geology;  (3)  to  act  in  a  consulting  or  ad- 
visory capacity  on  problems  in  geology;  or  (4)  to  have  responsible  charge  cf, 
and  to  initiate  or  execute  policies  for,  a  major  administrative  unit  dealing  with 
geologic  problems; — and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  geology;  additional 
training  equivalent  to  that  represented  either  (1)  by  not  less  than  eight  years* 
professional  experience  or  (2)  by  not  less  than  three  years'  graduate  work  in 
geology  and  at  least  five  years*  professional  experience,  of  which  experience, 
in  either  case,  not  less  than  three  years  shall  have  been  In  work  of  the  grade 
required  of  an  Associate  Geologist;  proven  ability  to  direct  or  to  perform 
specialized  work  in  geology;  ability  to  read  scientific  French  or  German,  or 
an  equivalent  foreign  language,  and  to  pr^are,  in  clear  and  concise  English, 
manuscripts  embodying  the  results  of  Investigations  In  geology. 

Principal  Lines  of  Promotion 

From :  Associate  Geologist 

To :  Senior  Geologist ;  Director,  Geological  Survey. 

Compensation  for  Class 

Annual :  $4140-44320-f  4C00-$468<M486a-|6040 


TiTLs  or  Class: 

Sra!lIOR  GEOLOGIST  ^  P      "^ 

Specifications  of  Class  JO^*> 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  p^form  or  to 
direct  the  most  difficult  and  comprehensive  advanced  work  in  geology;  (2) 
to  act  as  consulting  specialist  in  the  field  of  geology;  or  (8)  to  discharge  major 
administrative  duties  Involving  the  determination  of  broad  lines  of  policy  under 
the  limitations  imposed  by  existing  laws,  regulations,  or  other  fixed  require- 
ments;— and  to  perform  other  related  work. 

Qaalifieations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  ao 
institution  of  recognized  standing,  with  major  work  in  geology;  additional 
training  equivalent  to  that  represaited  either  (1)  by  at  least  twelve  years' 
professional  experience,  or  (2)  by  not  less  than  three  years'  graduate  work  Ib 
geology  and  at  least  ^ght  years'  professional  experience,  of  which  experience, 
in  either  case,  not  less  than  four  years  shall  have  been  in  work  of  the  gmdc 
required  of  a  Geologist;  large  capacity  and  proven  ability  to  perform,  direct 
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Principal  Lines  of  Promotion 


From:  GeologiBt 

To:  Director,  Geological  Survey. 


Compensation  for  Class 

•    •    • 


TiTLB  or  Cla«88  : 

DIRECTOR,  GEOLOGICAL  SURVEY 

Specifications  of  Class  1644 

Duties: 

Under  the  general  direction  of  the  Secretary  of  the  Interior,  to  have  adminis- 
trative charge  of  all  the  activities  of  the  Geological  Survey ;  to  be  responsible 
for  its  expenditures  and  the  efficiency  of  Its  employees;  to  initiate  and  direct 
research  in  pure  and  applied  geology  and  related  subjects ;  to  consider  and  take 
action  on  questions  concerning  geology  referred  by  the  Secretary ;  and  to  per- 
form other  related  work. 

Qnallfications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  In  science,  and  by  three 
years'  graduate  work  in  geology;  extended  experience  In  the  application  of 
scientific  methods  of  research  to  the  solution  of  problems  in  geology  and  related 
subjects ;  not  less  than  five  years'  responsible  administrative  experience ;  ability 
to  determine  productive  lines  of  research  relating  to  geology,  and  to  organize 
and  direct  staffs  of  investigators  and  regulatory  workers. 

Principal  lines  of  Promotion 

From :  Senior  Geoloefof- ;  Geologist. 

Compensation  for  Class 


MATHEMATICR 


TiTLB  or  Class: 

JUNIOR  MATHEMATICIAN 

Specifications  of  Class  ]  u4t) 

DntiMi: 

To  perform,  under  Immediate  supervision,  routine  work  involving  higher 
mathematics ;  and  to  perform  related  work  as  required. 

Examples:  Making  the  simpler  calculations  in  geodesy,  oceanography,  con- 
struction work,  ballistics,  or  mathematical  physics;  checking  mathematical 
calcalations. 

Qaalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  Of  recognized  standing,  with  major  work  In  mathematics,  mathemati- 
cal physics,  or  engineering ;  and  ability  to  read  scientific  French,  or  Italian,  or 
German. 

Principal  Lines  of  Promotion 

To:  Assistant  Mathematician. 

Compensation  for  Class 
Annual:  |180(>-|lOa0-<aO4O-|2160 
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Title  of  Class: 

ASSISTANT  MATHEMATICIAN 

Specifioitioiui  of  Class  J  O  4  U 

Duties: 

To  perform,  under  supervision,  either  individually  or  with  assistants,  genefai 
work  involving  higher  mathematics ;  and  to  perform  related  work  as  reqnlFed. 

Examples:  Making  the  more  difficult  calculations  In  geodesy,  oceanography, 
construction  work,  ballistics,  or  mathematical  physics;  checking  mathematical 
calculations ;  reading  proof  of  oMce  publications. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mathematics,  mathemati- 
cal physics,  or  engineering;  additional  training  equivalent  to  that  represented 
either  by  (1)  not  less  than  two  years*  grad.uate  work  in  mathematics  or  (2)  by 
at  least  three  years*  experience  in  professional  work  involving  higher  mathe- 
matics ;  ability  to  read  scientific  French,  or  Italian,  or  German,  and  to  prepare, 
in  clear  and  concise  English,  manuscripts  dealing  with  work  involving  higher 
mathematics. 

Principal  Lines  of  Promotion 

From :  Junior  Mathematician. 
To :  Associate  Mathematician. 

Compensation  for  Class 

Annual:  $240O-f252O-92e4O-$27eM288O-^8OOO 


Title  of  Class: 

ASSOCIATE  MATHEMATICIAN 

Spodfioitions  of  Class  164^ 

Duties: 

To  perform,  under  general  direction,  either  individually  or  with  subordinates, 
specialized  work  involving  higher  mathematics  which  may  or  may  not  involve 
supervisory  duties,  but  does  not  include  the  determination  of  policies;  and  to 
perform  related  work  as  required. 

Examples :  Making  calculations  on  special  problems  in  geodesy,  oceanography, 
naval  and  ordnance  construction,  ballistics,  cartography,  or  mathematical 
physics ;  conducting  or  directing  research  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  vtrith  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mathematics,  mathe- 
matical physics,  or  engineering;  additional  training  equivalent  to  that  repre- 
sented by  not  less  than  three  years*  graduate  work  and  at  least  one  year's 
professional  exi)erience  in  higher  mathematics  or  equivalent  experience  in 
professional  work  Involving  higher  mathematics ;  ability  to  read  scientlflc  French 
and  German,  or  two  equivalent  foreign  languages,  and  to  prepare  for  pubU- 
cation,  in  clear  and  concise  English,  manuscripts  dealing  wiUi  work  in  hii^er 
mathematics;  and  proven  scienQfic  and  technical  ability  in  the  fl^d  of  applied 
higher  mathematics. 

Principal  Lines  of  Pxomotion 

I'fom:  Assistant  Mathematician. 
To:  Mathematician. 

Compensation  for  Class 

Annual:  |a24O-$3d6O-$848(M860O-|372(M8840 
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TiTLK  OF  Class: 

MATHEMATICIAN  1648 

Specifications  of  Class 
Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on,  indi- 
vidually or  with  aijsociates  or  subordinates,  highly  specialized  lines  of  research 
work  involving  higher  mathematics;  (2)  to  plan  and  execute  major  lines  of 
work  Involving  higher  mathematics;  (3)  to  perform  major  administrative 
duties  under  executive  direction;  or  (4)  to  act  In  a  consulting  or  advisory 
capacity  on  problems  Involving  higher  mathematics; — and  to  perform  other  re- 
lated work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  mattiematics,  mathe- 
matical physics,  or  engineering,  by  not  less  than  three  years'  graduate  work, 
and  by  at  least  four  years'  professional  experience  in  higher  mathematics,  pure 
or  applied ;  ability  to  conduct  or  direct  research  work  Involving  higher  mathe- 
matics ;  ability  to  read  scientific  French  and  German,  or  two  equivalent  foreign 
languages,  and  to  prepare  for  publication,  in  clear  and  concise  English,  man- 
«scrlpt<3  embodying  the  results  of  research  work  involving  higher  mathematics. 


Principal  Lines  of  Promotion 

From :  Associate  Mathematician. 
To:  Senior  Mathematician. 

Compensation  for  Class 

Anni^Al:  $4l4O-$4S2O-$450a-$4680-^80(M5a40 


Title  of  OLASh : 

SENIOR  MATHEMATICIAN 

Specifications  of  Class  |  i\  4  9 

Duties:  '^' 

To  perform  <ine  or  more  of  the  following  functions: — (1)  to  conduct  or 
direct  the  most  difficult  and  comprehensive  lines  of  advanced  research  work 
involving  higher  mathematics:  (2)  to  act  as  consulting  specialist  in  the  field 
of  applied  higher  mathematics;  or  (3)  to  perform  major  administrative  work 
Involving  the  determination  of  broad  lines  of  policy  under  the  limitations  Im- 
posed by  existing  laws  and  regulations ; — and  to  perform  other  related  work. 

'Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  mathematics,  mathe- 
matical physics,  or  engineering,  by  not  less  than  three  years'  graduate  work, 
and  by  at  leaKt  eight  years*  professional  experience,  in  higher  mathematics, 
pure  or  applie<l :  large  capacity  and  proven  ability  to  perform,  direct,  or  ad- 
minister woric  In  the  most  difficult  and  comprehensive  lines  of  applied  higher 
mathematics. 

Principal  Lines  of  Promotien 

From:  Mathematician. 

Compensation  for  Class 
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METALLURGY 


Title  of  Class  : 

JUNIOR  METALLURGIST  1  «  ^  H 

Specifications  of  Class 
Dntiea: 

To  perform,  under  supervision,  routine  tests  in  metallurgy;  and  to  perform 
related  work  as  required. 

Examples:  Performing  routine  work  in  metallurgical  laboratories,  shops,  or 
plants;  caring  for  and  calibrating  pyrometers;  making  tensile  hardness,  and 
impact  tests ;  taking  samples ;  computing  or  compiling  technical  data  for  reportji 
and  records ;  doing  assigned  work  in  metallurgical  investigations. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mining,  metallurgy,  or 
Hilled  sciences;  and  ability  to  read  scientific  French  or  German. 

Principal  Lines  of  Promotion 

Prom :  Senior  Aid  in  Chemistry ;  Senior  Aid  in  Physics. 
To:  Assistant  Metallurgist. 

Compensation  for  Class 

Annual :  $1800^1920-$2(M0^2160 


Title  of  Class  : 

ASSISTANT  METALLURGIST 

Specifications  of  Class  1  O*)! 

Daties:  x  u     a. 

Under  specific  administrative  and  technical  direction,  to  be  responsible  for 
the  conduct  of  the  work  of  a  minor  subdivision  of  a  metallurgical  organization : 
to  conduct  specific  tests  or  investigations  of  a  metallurgical  nature;  to  take 
immediate  charge  of  minor  field  projects,  or  the  design,  inspection,  or  con- 
struction of  minor  metallurgical  work  connected  therewith;  and  to  perform 
related  work  as  required. 

Examples:  Making  metallurgical  tests  and  metallographic  investigations; 
conducting  specific  tests  or  investigations  of  apparatus,  materials,  or  prooesses; 
conducting  minor  metallurgical  research;  collecting  and  compiling  data  for 
specific  metallurgical  study ;  assisting  in  the  preparation  of  major  metallurgical 
papers,  reports  and  specifications;  preparing  minor  metallurgical  papers  and 
reports. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mining,  metallurgy 
or  allied  sciences,  and  by  not  less  than  tliree  years*  experience  and  proTen 
proficiency  in  metallurgical  work  in  laboratory,  shop,  or  field:  and  ability  to 
read  scientific  French  and  German. 

Principal  Lines  of  Promotion 

From :  Junior  Metallurgist. 
To:  Associate  Metallurgist. 

Compensation  for  Class 

Annual :  $2400-$2620-|2640-^27fl(>-$2880-|8000 
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Title  of  Class  : 

ASSOCIATE  MBTALLURGIST 

SpedllaitloiiB  of  ClaMn  1  fiK'? 

To  supervise  or  to  perform,  under  general  administrative  and  technical 
direction,  important  lines  of  metallurgical  research;  to  exercise  independent 
judgment  on  metallurgical  matters  and  to  assume  responsibility  in  studies  and 
compatatioiw-  necessary  for  the  preparation  of  reports  for  publication,  esti- 
mates, assigns,  or  valuations;  to  have  responsible  charge  of  an  intermediate 
sQbdivlalon  of  a  metallurgical  organization ;  to  have  immediate  charge  of  the 
constntetion,  maintenance,  or  operation  of  important  metallurgical  works  or. 
projects;  and  to  perform  related  work  as  required. 

BiXamples:  Supervising  or  performing  general  metallurgical   investigative,, 
researdi,  valuation,  or  safety  work  In  laboratory,  shop,  or  field;  initiating, 
research  work;  investigating  metallurgical  practice  connected  with  manufBc- 
taring  processes;   being  responsible  for  computations  and   reports;   writing 
metallurgical  papers  and  reports  for  public  circulation ;  interpreting  the  results 
of  metallographic  researches. 

Qualillaitknis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  mining,  metallurgy, 
or  allied  sciences,  and  by  not  less  than  five  years'  metallurgical  experience, 
of  which  at  least  one  year  shall  have  been  in  the  direction  or  performance  of 
important  metallui^cal  work;  supervisory  or  administrative  ability,  or  a 
high  degree  of  technical  skill;  ability  to  read  scientific  French  and  German, 
and  to  prepare,  in  clear  and  concise  English,  technical  reports  for  publication. 

Pfindpal  lines  of  Promotion 

From:  Assistant  Metallurgist. 
To:  Metallurgist. 

Compensation  for  Class 

Annual:  |824(M88eO>|8480L48e00-^720-^884O 


ler);] 


TiTLJB  or  Class  : 

METALLURGIST 

Spodllcations  of  Class 
Duties: 

To  perform,  under  goieral  administrative  direction,  one  or  more  of  the  fol- 
lowing functions: — (1)  to  conduct  or  direct  major  lines  of  metallurgical  re- 
search ;  (2)  to  have  responsible  charge  of,  and  to  initiate  and  execute  policies 
for 'a  major  sub-division  of  a  metallurgical  organization;  (3)  to  furnish  for 
executive  action  expert  or  critical  advice  on  metallurgical  works,  projects,  or 
policies ;  (4)  to  prepare  for  executive  action  reports  for  publication,  estimates, 
specifications,. designs,  and  valuation  studies  and  data;  or  (5)  to  have  respon- 
sible charge  of  the  construction,  inspection,  maintenance,  and  operation  of 
metallurgical  works  of  major  importance : — and  to  perform  other  related  work. 

QnaHlicatlons: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mining,  metallurgy,  or 
allied  sciences,  and  by  not  less  ti^an  eight  years*  metallurgical  experience,  of 
which  at  least  three  years  shall  have  been  in  work  of  the  grade  required  of  an 
Associate  Metallurgist;  administrative  ability,  or  a  hig^  degree  of  technical 
skill ;  ability  to  read  scientific  French  and  German,  and  to  prepare,  in  clear  and 
concise  English,  technical  reports  for  publication. 

Principal  Lines  of  Promotion 

From :  Associate  Metallurgist. 
To :  Senior  Metallurgist. 

Compensation  for  Class 

Annual:  $414O-H32M450(>-$4680-$48e0-$5O40 
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TiTLB  OF  Class  : 

SENIOR  METALLURGIST 

Specifications  of  CUuM  1  RfiU. 

Duties:  JUt^t 

To  perform  one  or  more  of  the  following  functions: — (1)  to  conduct  or  di- 
rect the  most  comprehensive  lines  of  metallurgical  research;  (2)  to  be  respon- 
sible for  reports,  estimates,  designs,  and  specifications,  or  for  the  constractioii, 
maintenance,  and  operation  of  large  metallurgical  projects;  (3)  to  have  dodef 
administrative  charge  of  a  metallurgical  organization,  or  of  a  main  dlvlsloB 
thereof,  and  to  detennine  or  execute  general  policies  under  the  limitatioas  isa- 
posed  by  law,  regulations,  or  other  fixed  requirements;  (4)  to  have  full  diarge 
of  the  collection,  presentation  of  data  for,  and  the  conduct  of,  valuation  proosed- 
ings  of  metallurgical  operations  or  organizations;  or  (5)  to  act  as  consoltfng 
specialist  on  important  metallurgical  projects,  policies,  or  valuattons; — ond  to 
perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  mining,  metallurgy,  or 
allied  sciences,  and  by  not  less  than  twelve  years*  metallurgical  ezp^ience,  of 
which  at  least  three  years  shall  have  been  in  work  of  the  grade  required  of  a 
If etalluiglst ;  and  research  or  executive  ability  of  the  highest  order. 

Primcipal  Lines  of  Promotion 

From:  Metallurgist. 

Compensation  for  Class 


IfBTBOROLOQX 


1655 


Title  of  Giass  : 

ASSISTANT  OBSERVER  IN  MBTEOttOLOGT 

Specifications  of  Class 
Duties: 

Under  supervision,  to  assist  In  ordinar>'  routine  work  in  meteorology;  and 
to  perform  related  work  as  required. 

Examples:  Learning  the  construction  and  the  functions  of  standard  meteoro- 
logical instruments,  and  their  proper  installation  and  exposure :  making  and 
recording  observations;  perfonnlng  routine  duties  leading  to  the  positioo  of 
Observer. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  in- 
cluding special  work  in  physics. 

Principal  Lines  of  Promotion 

To :  Observer  in  Meteorology. 

Compensation  for  Class 

Annual :  984a-990O-$0eO^102(>-f  1080-$114O-fl200 


Title  ok  Giass  : 

OBSERVER  IN  METE0R0L06T 

Specifications  of  Class  ^  >^  p-    > 

DattM:  165() 

To  perform,  under  immediate  supervision,  routine  work  in  meteorology;  and 
to  perform  related  work  as  required. 
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Examples:  Taking  and  reducing  meteorological  observations  and  tabulating 
results  on  prescribed  forms;  enciphering  meteorological  data  in  telegrams  for 
distribution;  compiling  meteorological  data  for  technical  studies. 

QnalificatioiiB: 

Training  equivalent  to  timt  represented  by  graduation  from  high  school,  in- 
cluding special  work  in  physics,  and  by  not  less  than  two'  years*  college  work ; 
accuracy,  and  ability  to  write  clear  and  concise  English. 

PiinciiMd  Lines  of  Promotioii 

Prom :  AsslstaDt  Observer  in  Meteorology. 
To:  Junior  Meteorologist. 

CompciiMitiaii  for  Class    . 

Annual:  |120O-fl8a0-$144a-«166(>-$168a-$180O 


TiTLB  OF  Glass: 

JUNIOR  METEOROLOGIST 

SpedllcatioiiB  of  Class  IvOi 

To  perform,  under  immediate  supervision,  routine  technical  work  in  meteor- 
ology ;  and  to  perform  related  work  as  required. 

HiXflonplea:  Taking  standard  meteorological  observations  and  supervising  as- 
sistants engaged  therein;  reducing  and  calculating  meteorological  data  for 
special  study  purposes;  supervising  the  computation  and  reduction  of  me- 
teorological observations  for  analytical  study  and  publication. 

Qoalificatknis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physics;  ability  to 
read  scientific  French  or  German;  accuracy  and  aptitude  for  work  In  physics. 

Principal  Lines  of  Promotion 

From:  Observer  in  Meteorology. 
To :  Assistant  Meteorologist 

Componsation  for  Class 

Annual :  $1800-|1020-$2040-«2100 


TrrLE  or  Glass: 

ASSISTANT  METEOROLOGIST 

Specifications  of  Clasb  -f  />  r-  /  > 

Duties:  Jb5S 

To  perform,  under  supervision,  either  individually  or  with  subordinates,  gen- 
eral work  in  meteorology;  and  to  perform  related  work  as  required. 

Examples:  Taking  standard  meteorological  observations  and  supervising  as- 
sistants engaged  therein ;  reducing  and  calculating  meteorological  data  for  spe- 
cial study  purpoii^es;  preparing  designs  and  specifications  for  new  meteorologi- 
cal apparatus;  supervising  the  computation  and  reduction  of  difficult  meteoro- 
logical observations  for  analytical  study  and  publication. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  physics,  and  by  not 
less  than  two  years*  graduate  work  in  physics ;  ability  to  read  scientific  French 
and  German,  and  to  prepare,  in  clear  and  concise  English,  manuscripts  dealing 
with  work  in  meteorology. 


784  RECLASSIFICATION  COMMISSION  BBPOBT — ^PABT  !!• 

Principal  Lines  of  Promotian 

From:  Junior  Meteorologist 
To :  Ajssoclate  Meteorologist. 

Compensation  for  Glasa 

Annual:  $240M2520^264(^276a-$288(>-n93000 


Title  of  Gii^ss : 

ASSOCIATE  METEOROLOGIST 

SpeciUcationa  of  Chwa  1  R  5  9 

Dntiaa:  iv^^t 

To  perform,  under  general  direction,  either  individually  or  with  subordinates, 
q>ecialized  work  in  meteorology  which  may  or  may  not  involve  siq^erviaory 
duties,  but  does  not  include  the  determination  of  policies;  and  to  perform  re- 
lated work  as  required. 

Examples:  Planning  and  designing  meteorological  apparatus;  dassUying  and 
charting  meteorological  observations,  reports,  and  data  for  the  study  and  de- 
velopment of  methods  of  forecasting,  or  allied  meteorological  problems;  super- 
vising assistants  engaged  In  such  work. 

Qnaliflcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physics,  by  not  less  than 
three  years'  graduate  work  in  physics  and  by  at  least  one  year's,  professional 
experience  in  meteorology ;  ability  to  read  scientific  French  and  Gterman,  and  to 
prepare  for  publication,  in  clear  and  concise  English,  manuscripts  embodying 
the  results  of  investigations  in  meteorology. 

Principal  Lines  of  Promotion 

From:  Assistant  Meteorologist 
To:  Meteorologist. 

Compensation  for  Class 

Annual:  |824O-$886M348O-$86OO-^72O-43840 


Title  of  Glass  : 

METEOROLOGIST  ^  n  (^   \ 

Specifications  of  Class  J  Q  O  0 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on,  inde- 
pendently or  with  associates  or  through  subordinates,  highly  specialized  lines  of 
work  in  meteorology,  including  research;  (2)  to  plan  and  execute  major  lines 
of  work  in  meteorology;  (3)  to  perform  major  administrative  work  under 
executive  direction;  or  (4)  to  act  in  a  consulting  or  advisory  capacity  on  prob- 
lems in  meteorology ; — ^and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  with  major  work  in  physics,  by  not  less  than 
three  years*  graduate  work  in  physics,  and  by  at  least  five  years'  professional 
experience  In  meteorology ;  proven  ability  to  conduct  or  to  direct  research  work 
in  meteorology ;  ability  to  read  scientific  French  and  (xerman,  and  to  prQ[>are 
for  publication,  in  clear  and  concise  English,  manuscripts  embodying  the  results 
of  investigations  in  meteorology. 

Principal  Lines  of  Promotion 

From:  Associate  Meteorologist. 

To:  Senior  Meteorologist;  Chief,  Weather  Bureau. 

Compensation  for  Class 

Annual :  $414O-|4320-$450a-$4^M4860-$5040 
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Trnx  or  Olass: 

SENIOR  METEOROLOGIST 

Specificatioiis  of  CbuM  1  ^  f  ri 

Duties:  i  U  ^J  X 

To  perfonn  one  or  more  of  the  following  functions: — (1)  to  conduct  or  to 
direct  the  most  difficult  and  comprehensive  lines  of  advanced  work  in  meteor^ 
ology,  Including  research;  (2)  to  act  as  consulting  specialist  in  the  field  of 
meteorology;  or  (S)  to  perform  major  administrative  work  involving  the 
determination  of  broad  lines  of  policy  under  the  limitations  imposed  by  exist- 
ing laws,  regulations,  or  other  fixed  requirements; — and  to  perform  other 
related  work. 

Qiialillcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physics,  by  not  less 
than  three  years*  graduate  work  in  physics  and  by  at  least  ten  years*  pro- 
fessional experience  in  meteorology;  large  capacity,  and  proven  ability  to 
perform,  direct,  or  administer  work  in  the  most  difficult  and  comprehensive 
lines  of  meteorology. 

Principal  lines  of  Promotion 

From:  Meteorologist 

To  r  Chief.  Weather  Bureau. 

Compensation  for  Class  • 


Title  of  Class: 

CHIEF,  WEATHER  BUREAU 

Specifications  ot  Class  1  R  ( i  '^ 

Duties:  lUU^ 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  adviinis- 
trative  charge  of  all  the  activities  of  the  Weather  Bureau;  to  be  responsible 
for  its  expenditures  and  the  efficiency  of  its  employees;  to  initiate  and  direct 
research  in  meteorology  and  related  subjects;  to  consider  and  take  action  on 
questions  in  meteorology  referred  by  the  Secretary;  and  to  perform  other  re* 
lated  woik. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physics  and  related 
sciences,  and  by  not  less  than  three  years*  graduate  work  in  meteorology, 
physics,  and  related  subjects;  extended  experience  in  the  application  of  scien- 
tific methods  of  research  to  the  solution  of  problems  in  meteorology;  at  least 
five  years'  responsible  administrative  experience;  ability  to  determine  pro- 
ductive lines  of  research  and  to  organize  and  direct  staffs  of  investigators  and 
regulatory  workers. 

Principal  Lines  of  Promotion 

Prom:  Senior  Meteorologist;  Meteorologist 

Compensation  for  Class 
«    *    * 

164919—20— PT  2 80 
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PHYSICS 


Title  of  Class  : 

JUNIOR  AID  IN  PHYSICS 

Speeifications  of  Class  1  R  K  ^ 

Duties:  IVl^O 

To  assist  in  the  performance  of  laboratory  work  in  physics;  and  to  perform 
related  work  as  required. 

Examples :  Caring  for  apparatus  and  materials ;  assisting  in  the  constractioD 
of  apparatus;  preparing  specimens  for  tests;  calculating  the  results  of  observa- 
tions ;  setting  up  apparatus ;  copying  drawings  and  maUng  tracings. 

Qnallficatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  in- 
cluding one  year  of  chemistry  and  one  year  of  physics ;  and  accuracy. 

Principal  Lines  of  Promotion 

To :  Senior  Aid  in  Physics. 

Compensation  for  Class 

Annual:  $840-$90(>-|9e0-$102O^108(V-$114O-fia00 


TiTLK  OF  Class  : 

SENIOR  AID  IN  PHYSICS 

Specifications  of  Class  1  R(i^ 

To  perform  laboratory  work  in  physics  under  close  supervision  or  to  make 
routine  laboratory  tests ;  and  to  perform  related  work  as  required. 

Examples:  Reading  instruments,  such  as  galvanometers,  tachometers,  time 
signals,  or  micrometer  microscopes ;  preparing  specimens  for  microscopic  analy- 
ses ;  making  photometric  measurements ;  reading  gauges ;  testing  screw  threads ; 
plotting  curves ;  making  simple  computations. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  sdiool  and 
by  not  less  than  two  years*  college  work.  Including  12  college  credit  hours  In 
chemistry  and  physics ;  and  accuracy. 

Principal  lines  of  Promotion 

From:  Junior  Aid  in  Physics. 

To :  Junior  Physicist ;  Junior  Electrical  Engineer ;  Junior  Metallurgist. 

Compensation  for  Class 

Annual :  $1200-^1820^440-f  16<MMie80-$1800 


Tnuc  OF  Class  : 
JUNIOR  PHYSICIST 

Specifications  of  Class        1  BBt) 
Duties:  ^  ^ 

To  perform,  under  immediate  supervision,  general  work  in  physics,  including 
laboratory  measurements  in  connection  with  research  or  testing;  and  to  pa*- 
form  related  work  as  required. 

Examples:  Making  routine  measurements  of  densities  of  liquids;  testing 
analytical  balances  and  weights;  making  conductivity  and  resistance  measure- 
ments; calibrating  thermometers;  testing  the  physical  properties  of  metals, 
paper,  leather,  or  rubber;  determining  the  magnetic  declination,  dip,  and  in- 
tensity in  the  field ;  performing  routine  work  in  a  magnetic  observatory. 


BBGLASSIFICATION  COMMISSION  BEPOBT — PABT  H.  787 

Qnlillaitioiui: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physical  science  or 
engineering;  ability  to  read  scientific  French  or  German:  accnrflcy,  and  apti- 
tude for  work  in  physics. 

Prmdpal  Lines  of  Promotion 

From :  Senior  Aid  in  Physics. 

To :  Assistant  Physicist ;  Assistant  Electrical  Engineer.- 

Compensatfon  for  Class 

Annual:  $180(>-fl92(M204(V42ie0 


Trnic  OF  Class  : 
ASSISTANT  PHYSICIST 

SpecificationB  of  Class  I  R(Ui 

Duties:  lUUU 

(1)  To  perform,  under  specific  administrative  and  technical  direction,  either 
individually  or  with  associates  or  subordinates,  general  research,  testing,  or 
design  in  physics:  to  collect  and  compile  physical  data,  and  to  prepare  reports 
or  other  publications;  or  (2)  under  such  direction,  to  be  responi^ble  for  the 
<»onduct  of  a  minor  subdivision  of  an  organization  carrying  on  routine  tests 
In  physics; — and  to  perform  related  work  as  required. 

Examples:  Making  volumetric  tests;  making  precision  length  measurements: 
testing  standard  resistances,  standard  cells,  or  standard  thermometers ;  making 
wave  length  measurements;  making  radiometric  determinations;  studying  the 
physical  properties  of  metals  and  alloys;  developing  methods  for  testing  paper, 
rubber,  or  leather;  designing  apparatus;  acting  as  chief  of  a  field  party  or 
observer  in  charge  of  a  magnetic  observatory  engaged  in  making  measurements. 
of  magnetic  declination,  dip,  and  intensity. 

QuaUlleatioBs: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physical  science  or 
engineering,  and  by  not  less  than  two  years'  graduate  work  in  physics;  ability 
to  read  scientific  B^rench  and  German,  and  to  prepare,  in  clear  and  concise 
Knglish,  reports  on  work  in  physics. 

Prindiial  Lines  of  Promotion 

From :  Junior  Physicist ;  Junior  Electrical  Engineer. 
To:  Associate  Physicist:  Associate  Electrical  Engineer. 

Compensation  for  Class 

Annual :  |240(Kf 252(M264a^276O^288O49000 


1667 


TiTLB  OF  Class  : 
ASSOCIATE  PHYSICIST 

SpeeiiLcations  of  Class 
Duties: 

(1)  To  carry  on,  under  general  administrative  and  technical  direction,  either 
Individually  or  with  associates  or  subordinates,  specialized  and  diflicult  research, 
testing,  or  design  in  physics ;  to  collect  and  compile  physical  data  and  to  prepare 
reports  and  other  publications;  or  (2)  under  such  direction,  to  have  responsible 
charge  of  an  intermediate  subdivision  of  an  organization  carrying  on  work  in 
pure  or  applied  physics  which  requires  the  exercise  of  initiative  and  Independent 
judgment; — and  to  perform  related  work  as  required. 

Examples :  Planning  and  designing  apparatus  for  wave  length  measurements, 
resistance  measurements,  radium  standardization,  and  high  and  low  temperature 
measurements ;  investigating  optical  glass,  aeronautical  instruments,  color  stand- 
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ards,  sound  ranging  instruments,  radio  apparatus,  and  optical  fnetminents; 
developing  methods  for  making  precision  measurements  and  tests ;  performing  or 
superyising  research  work ;  designing  and  installing  the  equipmoit  of  a  magnetic 
observatory. 

QuaMcations: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physical  science  or  ensl- 
neerlng,  by  not  less  than  three  years*  graduate  work  and  by  at  least  one  year's 
professional  experience  in  physics;  proven  technical  and  scientific  proAdeDcy, 
including  either  a  high  degree  of  technical  skill  in  research  and  design,  or  a 
thorough  knowledge  and  command  of  physical  theory,  or  administrative  capa^ 
ity ;  ability  to  read  scientific  French  and  German,  and  to  pr^are  for  pubUcatioiL 
in  clear  and  concise  English,  manuscripts  embodying  the  results  of  Investi- 
gations. 

Principal  Line^  of  Promotion 

From :  Assistant  Physicist ;  Assistant  Electrical  Engineer. 
To:  Physicist;  Electrical  Engineer. 

Compensation  for  Class 

Annual :  $324a-«d860^$348(M3e00^72(>-$3840 


Title  of  Class: 

PHYSICIST  -I  />/'C 

Spedllcations  of  Class  J  Q  l>  O 

Duties: 

To  perform,  under  general  administrative  direction,  one  or  more  of  the  fol- 
lowing functions: — (1)  to  be  responsible  for  and  to  carry  on,  either  individually 
or  with  associates  or  subordinates,  highly  si>ecialized  and  difficult  lines  of 
research  or  design  in  physics  or  engineering;  (2)  to  have  responsible  <Aarge  of 
a  major  subdivision  of  an  organization  carrying  on  work  in  pure  or  applied 
physics  and  to  be  responsible  for  the  initiation  and  execution  of  gem^al  poUctas: 
(3)  to  act  in  a  consulting  or  advisory  capacity  on  problems  in  pore  or  applied 
physics ; — and  to  perform  other  related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physical  science  or  engi- 
neering, by  not  less  than  three  years'  graduate  work  and  by  at  least  four  years* 
professional  experience  in  physics,  of  which  at  least  three  years  shall  have  beeo 
in  work  of  the  grade  required  of  an  Associate  Physicist ;  proven  ability  to  carry 
on  or  direct  research  effectively ;  ability  to  read  scientific  French  and  German, 
and  to  prepare  for  publication,  in  clear  and  concise  English,  manuscripts  em- 
bodying the  result  of  investigations. 

Principal  Lines  of  Promotion 

From :  Associate  Physicist ;  Associate  Electrical  Engineer. 
To :  Senior  Physicist ;  Senior  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $4140-^4820-$450(>-$4680-$4860-95040 


Title  of  Glass  : 

SENIOR  PHYSICIST 

Spedfications  of  Class  J  6 1>  1^ 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)   to  direct  or  to 
perform  the  most  difilcult  and  comprehensive  investigations  in  physical 
and  engineering;  (2)  to  act  in  chief  administrative  charge  of  an  oi 
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carryiog  on  work  in  physics,  or  of  a  main  subdivision  of  such  an  organissation ; 
to  determine,  or  assist  in  determining,  the  general  policies  to  be  followed; 
and  to  carry  out  such  policies  under  limitations  imposed  by  law,  regulation 
or  other  fixed  requirements,  or  under  the  general  authority  of  a  bureau  chief ; 
(3)  to  act  as  consulting  specialist  in  the  field  of  physics  or  engineering ; — ^and 
to  perform  other  related  work. 

QoalificatioiiB; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physical  science 
or  engineering,  by  not  less  than  three  years*  graduate  work  in  physics,  and 
by  at  least  eight  years'  professional  experience,  of  which  at  least  three  years 
shall  have  been  in  work  of  the  grade  required  of  a  Physicist  or  Electrical 
Engineer;  large  capacity  and  proven  abili^  to  perform,  direct  or  administer 
the  most  difficult  and  comprehensive  work  in  pure  or  applied  physics. 

Principal  Lines  of  Promotion 

From:  Physicist;  Electrical' Engineer. 

Compensation  for  Class 


Tms  or  Glass  : 

DIRECTOR,  BUREAU  OF  STANDARDS 

Specifications  of  Class  1  f\  7  () 

Duties:  i  ^  ■  v/ 

Under  the  general  direction  of  the  Secretary  of  Commerce,  to  be  the  execu- 
tive head  of  the  Bureau  of  Standards;  to  supervise  the  development,  con- 
struction, custody,  and  maintenance  of  reference  and  working  standards,  and 
their  intercomparlson,  improvement,  and  application  in  science,  engineering, 
industry  and  commerce;  and  to  perform  other  related  work. 

QnsUllcatlons: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physical  science 
or  engineering,  and  in  addition  not  less  than  three  years*  graduate  study; 
extended  professional  experience  in  the  application  of  the  methods  of  re- 
search to  the  solution  of  problems  in  pure  and  applied  physical  science  and 
engineering;  professional  knowledge  and  ability  and  administrative  capacity 
of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Senior  Physicist ;  Senior  Chemist ;  Senior  Electrical  Engineer. 

Compensation  for  Class 


SOIL  SCIENCE 


ITiTE  OF  Class  : 

ASSOCIATE  SOIL  SCIENTIST 

Specifications  of  Class  1  R  7  1 


To  carry  on,  under  general  supervision,  with  or  without  the  assistance  of 
nbordinates,  a  line  of  original  investigation  in  soil  science  in  the  field  or  lab- 
oratory,  including  planning  the  investigation  and  assuming  responsibility  for 
he  accuracy  of  the  results;  or,  to  supervise  the  work  of  a  group  of  subordi- 
ates  In  the  field  or  laboratory  within  a  given  field  district,  with  responsibility 
or  the  accuracy  of  the  work ;  and  to  perform  related  work  as  required. 
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ards,  sound  ranging  instruments,  radio  apparatus,  and  optical  fnstmmentB; 
developing  methods  for  making  precision  measurements  and  tests ;  perfomiiig  or 
supervising  researcli  work ;  designing  and  installing  the  equipment  of  a  magnetic 
observatory. 

QuaUflcatloiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physical  science  or  engi- 
neering, by  not  less  than  three  years*  graduate  work  and  by  at  least  one  year's 
professional  experience  In  physics;  proven  technical  and  scientific  proficiency, 
including  either  a  high  degree  of  technical  skill  in  research  and  design,  or  a 
thorough  knowledge  and  command  of  physical  theory,  or  administrative  capac- 
ity ;  ability  to  read  scientific  French  and  German,  and  to  prepare  for  publication, 
in  clear  and  concise  English,  manuscripts  embodying  the  results  of  investi- 
gations. 

Principal  Line^  of  Promotioii 

From :  Assistant  Physicist ;  Assistant  Electrical  Engineer. 
To:  Physicist;  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $324(>-$386(M8480-^3600-$3720-$3840 


Title  of  Class  : 

PHYSICIST  -I  /?  r  c 

Specifications  of  Class  1  D  t)  O 

Duties: 

To  perform,  under  general  administrative  direction,  one  or  more  of  the  fol- 
lowing functions: — (1)  to  be  responsible  for  and  to  carry  on,  either  individuaU; 
or  with  associates  or  subordinates,  highly  si>ecialized  and  dlfilcult  lines  of 
research  or  design  in  physics  or  engineering;  (2)  to  have  responsible  diarge  of 
a  major  subdivision  of  an  organization  carrying  on  work  in  pure  or  applied 
physics  and  to  be  responsible  for  the  initiation  and  execution  of  general  policies; 
(3)  to  act  in  a  consulting  or  advisory  capacity  on  problems  in  pure  or  applied 
physics ; — and  to  perform  other  related  work. 

QuallficationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  in  physical  science  or  engi- 
neering, by  not  less  than  three  years*  graduate  work  and  by  at  least  four  years* 
professional  experience  in  physics,  of  which  at  least  three  years  shall  Iiave  been 
in  work  of  the  grade  required  of  an  Associate  Physicist ;  proven  ability  to  carry 
on  or  direct  research  effectively ;  ability  to  read  scientific  French  and  German, 
and  to  prepare  for  publication,  in  clear  and  concise  English,  manuscripts  em- 
bodying the  result  of  investigations. 

Principal  Lines  of  Promotion 

From :  Associate  Physicist ;  Associate  Electrical  Engineer. 
To :  Senior  Physicist ;  Senior  Electrical  Engineer. 

Compensation  for  Class 

Annual:  $4140-$4320-$450a-$468(>-$4860-^5040 


Title  of  Class  : 

SENIOR  PHYSICIST 

SpeeiflcationB  of  Class  J  Q{\\) 

DuUm: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  direct  or  to 
perform  the  most  dlfilcult  and  comprehensive  Investigations  In  physical  science 
and  engineering;  (2)  to  act  in  chief  administrative  charge  of  an  organization 
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carrying  on  work  in  physics,  or  of  a  main  subdivision  of  such  an  organization ; 
to  determine,  or  assist  in  determining,  the  general  policies  to  be  followed; 
and  to  carry  out  such  policies  under  limitations  imposed  by  law,  regulation 
or  other  fixed  requirements,  or  under  the  general  authority  of  a  bureau  chief ; 
(3)  to  act  as  consulting  specialist  in  the  field  of  physics  or  engineering; — and 
to  perform  other  related  work. 

Qnalillaitioiifl; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physical  science 
or  engineering,  by  not  less  than  three  years*  graduate  work  in  physics,  and 
by  at  least  eis^t  years'  professional  experience,  of  which  at  least  three  years 
shall  have  been  in  work  of  the  grade  required  of  a  Physicist  or  Electrical 
Engineer;  large  capacity  and  proven  ability  to  perform,  direct  or  administer 
the  most  difficult  and  comprehensive  work  in  pure  or  applied  physics. 

Principal  Lines  of  Promotion 

From  :  Physicist ;  Electrical  Engineer. 

Compensation  for  Class 


TrnjB  OF  Class  : 

DIRECTOR,  BUREAU  OF  STANDARDS 

Spedllcationfl  of  Class  1  R  7  () 

Duties:  i  u  ■  u 

Under  the  general  direction  of  the  Secretary  of  Commerce,  to  be  the  execu- 
tive head  of  the  Bureau  of  Standards;  to  supervise  the  development,  con- 
struction, custody,  and  maintenance  of  reference  and  working  standards,  and 
their  intercomparison,  improvement,  and  application  in  science,  engineering, 
industry  and  commerce;  and  to  perform  other  related  work. 

QnslillcationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  physical  science 
or  engineering,  and  in  addition  not  less  than  three  years'  graduate  study; 
extended  professional  experience  in  the  application  of  the  methods  of  re- 
search to  the  solution  of  problems  in  pure  and  applied  physical  science  and 
engineering;  professional  knowledge  and  ability  and  administrative  capacity 
of  the  highest  order. 

Prindpal  Unas  of  Promotfon 

From :  Senior  Physicist ;  Senior  Chemist ;  Senior  Electrical  Engineer. 

Compensation  for  Class 


SOIL  SCIENCE 


TiTB  OF  Class  : 

ASSOCIATE  SOIL  SCIENTIST 

Specifications  of  Class  1  ^^   1 

Doties:  I  U  I  1 

To  carry  on,  under  general  supervision,  with  or  without  the  assistance  of 
subordinates,  a  line  of  original  investigation  in  soil  science  in  the  field  or  lab- 
oratory, including  planning  the  investigation  and  assuming  responsibility  for 
the  accuracy  of  the  results;  or,  to  supervise  the  work  of  a  group  of  subordi- 
nates in  the  field  or  laboratory  within  a  given  field  district,  with  responsibility 
for  the  accuracy  of  the  work ;  and  to  perform  related  work  as  required. 
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Examples:  Studying  in  the  field  the  basis  on  which  a  soil  series  shoaJd  be 
established;  InyefirtigatiDg  the  distributional  and  other  relations  between  i 
soil  type  or  series  and  the  distribution  of  a  given  geologic,  climatic,  or  agri- 
cultural t3rpe;  having  responsible  charge  of  the  details  of  the  soil  science 
work  in  a  given  district. 

QualificationB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  major  work  In  soils  and  in  geology. 
chemistry,  geography,  and  meteorology,  and  by  not  less  than  five  years'  pro- 
fessional experience  in  soil  science;  ability  to  read  scientific  French  and  Ger- 
man, or  two  equivalent  foreign  languages,  and  to  prepare  for  publl<9itioD,  in 
clear  and  concise  English,  manuscripts  embodying  the  results  of  research  in 
soil  science;  and  proven  technical  and  scientific  proficiency. 

Principal  Lines  of  Promotion 

To:  Soil  Scientist. 

Compensation  for  Class 

Annual:  $324O-$33e0-^8O-|3600-$372(>-^3840 


TriTJE  OF  Class: 

SOIL  SCIENTIST  1  /?r  i> 

Specifications  of  Class 

Duties: 

To  perform  one  or  more  of  the  following  function : — (1)  to  carry  one,  individu- 
ally or  with  tlie  assistance  of  associates  or  subordinates,  highly  specialized  lines 
of  re»«nrch  work  in  soil  investigations  in  the  field  or  laboratory ;  (2)  to  perform 
major  administrative  work  under  executive  direction ;  or  (3)  to  act  in  a  con- 
sulting or  advisory  capacity  on  problems  in  soil  science ; — ^and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  with  major  work.  In  soils  and  in  geology, 
chemistry,  geography,  and  meteorology,  and  by  not  less  than  eis^t  years'  pro- 
fessional experience  in  soil  science,  at  least  three  of  which  shall  have  been  In 
work  of  the  grade  required  of  an  Associate  Soil  Scientist;  ability  to  read 
scientific  French  and  German,  or  two  equivalent  foreign  languages,  and  to 
prepare  for  publication.  In  clear  and  concise  English,  manuscripts  embodying 
the  results  of  research  In  soil  science. 

Principal  Lines  of  Promotion 

From:  Ajasoclate  Soil  Scientist 
To:  Senior  Soil  Scientist. 

Compensation  for  Class 

Annual :  $414(V^32O-$45OO-$468a-$48eO-4BO40 


Trn^B  OF  Class  : 

SENIOR  SOIL  SCIENTIST 

Specifications  of  Class  1  6  ^  O 

Duties: 

To  perform  one  or  more  of  the  following  functions: — (1)  to  carry  on  or  direct 
the  most  difficult  and  comprehensive  lines  of  research  work  in  soil  science: 
(2)  to  act  as  consulting  specialist  In  the  general  field  of  soil  science;  or  (3^ 
to  i)ei*fori^u  major  administrative  work  Involving  the  determination  of  broad 
lines  of  policy  under  the  limitations  imposed  by  existing  laws  and  r^nlations;— 
and  to  perform  other  related  work. 
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Qaalillaitloiui: 

Training^  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  in  soils  and  in  geology, 
chemistry,  geography,  and  meteorology,  and  by  not  less  than  12  years* 
professional  experience  in  s^l  science,  at  least  four  of  which  shall  have  been 
in  work  of  the  grade  required  of  a  Soil  Scientist;  large  capacity  and  proven 
ability  to  perform,  direct,  or  administer  work  in  the  most  difficult  and  compre- 
hensive lines  of  soil  science. 

Pttadpal  liaM  9i  Proiii«tiaii 

From:  Soil  Scientist 

CompeiUMitloii  for  CImiM 

•    •    * 


TiTLM  OF  Glass : 

CHIEF,  BUREAU  OF  SOILS 

Spedftcatlons  of  Class  1674 

Under  the  general  direction  of  the  Secretary  of  Agriculture,  to  have  admin- 
istrative charge  of  all  the  activities  of  the  Bureau  of  Soils;  to  be  responsible 
for  its  expenditures  and  the  efficiency  of  its  employees;  to  consider  and  take 
action  on  questions  concerning  soils  referred  by  the  Secretary ;  and  to  perform 
other  related  work. 

QuaHllcatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  major  work  In  chemistry,  physics 
and  geology,  and  by  not  less  than  three  years*  graduate  work  in  soil  science  and 
related  subjects;  extended  experience' in  the  application  of  selentifle  methods 
of  research  to  the  solution  of  soil  problems;  at  least  five  years*  responsible 
administrative  experience;  and  ability  to  determine  productive  lines  of  scien- 
tlflc  research  relating  to  soils  and  to  organize  and  direct  staffs  of  investiga- 
tors and  regulatory  workers. 

Pfffaieipal  Lines  of  Promotioii 

From:  Senior  Soil  Scientist:  Soil  Scientist;  Senior  Chemist;  Chemist;  Senior 
Physicist;  Physicist. 

Componsation  for  Class 


42.  THE  SOCIAL  SCIENCE.  SERVICE 


This  service  includes  classes  of  positions,  the  duties  of  ioJUch  are  to  supervise 
or  to  perform  work  requirin{f  specialized  knowledge  of  eoononUo  eomdiHom 
and  principles  affecting  social  and  industrial  welfare,  partioiOafip  worMng 
and  living  conditions,  and  positions  involving  the  praotloal  appiicaUon  ot 
sooidl^cononUc  principles  in  such  fields  as  industrial  rOatUms,  weHfare  and 
charitable  work,  or  the  enforcement  of  social  legislation, 

BlCFLOTlCBIfT : 

AailstMit  DlMctor  G«Mral»  Ualtoi  8t»ta0  BrnpteyMoit  8«niM 
DlMctor  G«Mnl,  United  BtatM  BHplogrBUBt  ScttIm 

mUterj  BmptoyBMBt  Agent 

PlM«B«nt  Acmt  for  Dkablcd  8«Uton 

Afltfatent  8«9winlBnd«nt  af  PlaeraMnt  af  DinUid  SoMlen 

8np«clntMid«nt  af  PlaeMMnt  af  DiMiblad  8aMI«» 


Inrtsticatar,  United  StatM  BaplajMi*  Campanntlan 

liABOB  COHCILZATION : 

Labar  Candllatar 

AMistant  Dtiactar  af  CanclUatlaii 

DIrtetar  af  CoacUlatlan 

Labob  and  School  Law  Bnfobcbicbnt  : 

CUU  Labar  Panalt  Clailc— District  af  Caiambia 
Asa  Cartiflcata  I— pactag 
CUU  Labar  Tax  Iwepartar 
Diractar.  GUM  Labar  Tax  DiTlsian 

BlgHt  Haar  Law  Inspactar— DIatrlet  af  CalamUa 

CUaf  Iwepartar  af  Haaia  af  Sarvlas^  Intarstata  Cammerca  OaMmJ—tai 

AMJitant  Saciatarr*  Ifininiam  Waga  Baard    Diatriat  af  Caiambia 
Saeratarj,  Unnima—  Waga  Baard    Diatrict  af  CSalaHbia 

fldnol  Attendanea  Oilcar 
CUaf  Bcbaal  Attandanea  OMetr 

Pbobation  : 

Prabatlan  OMetr,  Diatrict  Sapreme  Caart 
Chief  Prebatian  OMeer»  District  Sapreoie  Ceort 

Prebatlen  Oftcer»  JuTenlle  Ceart 

Aeaiitant  Cliitf  Prebatian  Offlcer,  Jnvenile  Ceart 

CUaf  Prebatian  Ofllcsr,  JaTenila  Ceart 

Prebatlen  OMcer,  Pellee  Ceart 
Chief  Prebatlen  OMcer,  Pellee  Ceart 

Social  Bcowomics  : 

Janier  Sedal  Beenemist 
AailitaBt  Serial  Baenanlit 
Aasadate  Sedal  Bceneatiat  (Graap) 
Seclal  Beenemist  (Greap) 
Senlar  Seclal  Beenemist  (Greap) 

CUaf  af  Wemen's  Bnrean 

Cemmlssiener  ef  Leber  StatisUes 
Chief  ef  Children's  Bareaa 

Social  Htgibnb  : 

Bepert  Bzamlner,  Seclal  Hygiene  Beard 
Case  Werfc  Snpervlsor,  Sedal  Hygtaie  Beaid 
Saperriser  ef  Field  Agents,  Sedal  Hjglene  Beard 
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WSLTABB  AMD  CHJlBITT  *. 

IiMtaii  W«lf  ATO  Amt 
Mitttaiy  W«lfaM  lHT«ctlcator 
W«lf an  Wwlnr 
W«lf  an  DIvtctor 

iBTMtlsatMr.  B—rd  sf  ChaHtiM— INitrfaft  af  CaluUbla 
BMcathra  SMntary.  Board  af  Charitba— DIatriet  of  CataaUbla 

iBvaatlsator.  Baaid  af  OdUraa'a  Gaantlana    Ptotdat  af  Catambia 
CUaf  iBvaatfgmtar*  Baar4  af  CUMran'a  Gaardkna    Piitrict  af  Calunkia 
■xaaattra  Baarataiy,  Baaid  af  GUUmi'a  Gaardlaaa— DIrtrlet  af  CaluBMa 

BapaitetcBdcnty  Hana  far  tha  Acad  and  lull 
Saparlntaiidaiitv  Hanleival  Loddnff  Haaaa 


EMPLOYMENT 


TriLB  OF  Class: 

ASSISTANT  DIRECTOR  GENERAL,  UNITED  STATES  EMPLOYMENT 
SERYICB 

Spedficatioius  of  Class  I  C\  ^  r 

Duties:         ♦  10  4  O  , 

Under  the  Director  General,  to  have  gupervision  of  the  work  of  the  United 
States  Employment  Service,  and  to  act  for  him  in  his  absence ;  to  make  special 
investigations  as  assigned;  to  have  immediate  supervision  of  certain  phases 
of  field  activities;  to  act  in  an  advisory  capacity  on  industrial  matters;  and 
to  perform  other  related  work. 

Qnaliflcatioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
preferably  by  graduation  with  a  degree  from  an  institution  of  recognized 
standing;  not  less  than  five  years'  successful  experience  in  an  administrative 
capacity  in  the  work  of  the  Department  of  Labor,  or  in  related  work;  famil- 
iarity with  structure  of  the  Government,  with  laws  relative  to  appropriations, 
expenditures,  and  accounting,  and  with  GlWl  Service  laws  and  regulations; 
and  administrative  ability. 

Principal  Lines  of  Promotion 

To:  Director  General,  United  States  Employment  Service. 

for  Class 

a     a 


TmjB  OF  CiAss: 

DIRECTOR  GENERAL,   UNITED   STATES   EMPLOYMENT    SERVICE 

Spedficationa  of  Class  i  /?  ^;  /  • 

Duties:  i  O  /  t) 

To  be  responsible,  under  the  Secretary  of  Labor,  for  the  direction  and  con- 
trol of  the  work  and.  employees  of  the  United  States  Employment  Service ;  to 
devise  ways  and  means  to  develop  and  promote  the  welfare  of  the  wage  earners 
of  the  United  States,  and  to  advance  their  opportunities  for  profitable  em- 
ployment ;  to  foster  and  develop  mutual  understanding  between  employers  and 
employees;  to  direct  research  work  in  connection  with  employment  problems 
and  the  preparation  of  reports  on  efforts  made  to  deal  with  such  problems; 
and  to  perform  other  related  work. 

Qualiflcationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  extended  experience  in  the  work  of  the 
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Department  of  Labor,  or  equivalent  governmental  or  business  experience, 
involving  the  handling  of  labor  and  employment  problems  or  the  aidittlnlstrati(» 
of  labor  laws;  familiarity  with  the  structure  of  the  OovemmeBt,  with  lawi 
relative  to  appropriations,  expenditures,  and  accounting,  and  with  Civil 
Service  laws  and  regulations;  and  administrative  ability  of  the  hU^liest  order. 

Principal  Lines  of  Promotion 

From :  Assistant  Director  General,  United  States  Employment  Senrioe. 

Compensation  for  Class 


Title  of  Glass  : 

MIUTARY  EMPLOYMENT  AGENT 

SpedfieationB  of  Class  1  R  y  7 

Duties:  1  U  #  # 

Under  general  direction  of  officials  of  the  War  Department,  to  iierform  field 
and  office  work  relative  to  securing  employment  for  discharged  service  men; 
to  interview  employers;  to  organize  committees  on  employment;  to  coordtaate 
the  work  of  all  agencies  engaged  in  securing  employment  for  dlschai^sed  aervlee 
men;  to  answer  correspondence  concerning  employment  opportunities  for  dis- 
charged service  men;  and  to  perform  related  work  as  requlrted. 

Qnalifieationa: 

Training  equivalent  to  tliat  represented  by  graduation  from  high  school; 
one  year's  experience  in  the  United  States  Army;  not  less  than  three  ye&rsT 
successful  business  or  industrial  experience;  resourcefulness,  tact,  and  good 
Judgment. 

Principal  Lines  of  Promotidn 

From :  Military  Welfare  Investigator. 

Compensation  for  Class 

Annual:  $2880-fd000-^120 


Title  of  Class  : 

PLACEMENT  AGENT  FOR  DISABLED  SOLDIERS 

Specifications  of  Class  i  ^  ^  o 

Duties:  I  0  /  O 

Under  general  direction  of  the  Superintendent  of  Placement  of  Disabled 
Soldiers,  to  perform  field  work  within  an  assigned  district  In  connection  with 
securing  employment  for  disabled  soldiers,  sailors,  and  marines;  to  Int^Tiew 
disabled  soldiers,  sailors,  and  marines,  ascertaining  their  pfay^slcal  condition 
and  readiness  to  reenter  civilian  employment;  to  place  men  In  appropriate  on- 
ployment;  to  interview  employers  and  to  survey  Industrial  plants  and  otiier 
places  of  business  for  the  purpose  of  learning  of  employment  opportnnitieB  and 
conditions;  to  conduct  special  Investigations  and  research;  and  to  perform  other 
related  work. 

Qnalifieationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years*  successful  business  or  industrial  experience;  good  judg- 
ment; good  address  and  tact. 

Principal  Lines  of  Promotion 

T(» :  Assistant  Superintendent  of  Placement  of  Disabled  Soldiers. 

Compensation  for  Class 

Anual:  $224O-$236O-|2480 
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TTiTUB  OF  Glass  : 

ASSISTANT    SUPBRINTENDENT    OF    PLACEMBNT    OF    DISABLBD 

SOLDIEBS  1  P  ^  ( ) 

Specifications  of  Class  1  O  i  J 

I>ntis8: 

To  assist  the  Superintendent  in  the  sapervlslon  of  that  part  of  the  work  of 
the  district  offices  of  the  Federal  Board  for  Vocational  Bduoation  which  deals 
with  the  placement  in  employment  and  the  follow-np  after  placement  of  dis^ 
abled  soldiers,  sailors,  and  marines,  and  in  the  supervlslcm  of  such  men  in 
training  while  at  work ;  to  assist  in  the  direction  of  investigations  and  in  the 
preparation  of  reports  on  workmen's  compensation  acts  as  they  afTect  the  em- 
ployment of  disabled  soldiers,  sailors,  and  marines ;  to  handle  correspondence ; 
and  to  perform  related  work  as  required. 

ilvalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
leas  than  three  years'  snccessfal  business  or  industrial  experience;  administra- 
tive ability;  and  good  Judgment. 

Principal  Lines  of  Promotion 

From :  Plucement  Agent  for  Disabled  Soldiers. 

To :  Superintendent  of  Placement  of  Disabled  Soldiers. 

Compensation  for  Class 

Annual:  $364O-$366M878(Md000 


Tm.E  OF  Class: 

SUPERINTENDENT  OF  PLACEMENT  OF  DISABLED  SOLDIERS 

Spedffcations  of  Class  1  Ci^li) 

To  determine  policies  and  to  superintend  that  part  of  the  work  of  the  district 
offices  of  the  Federal  Board  for  Vocational  Education,  which  deals  with  the 
placement  in  employment  and  the  follow-up  after  placement  of  disabled  sol- 
diers, sailors,  and  marines;  to  direct  the  supervision  of  such  men  in  training 
while  at  work;  to  handle  correii9)ondeuce ;  to  direct  investigations  and  the 
preparatl<M]  of  reports  on  workmen's  compensation  acts  as  they  affect  the  em- 
ployment of  disabled  soldiers,  sailors,  and  marines;  and  to  perform  other 
related  work. 

Qnaliflcatiiiiia: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  successful  business  or  Industrial  experience;  ad- 
ministrative ability ;  and  good  Jodgment. 

Principal  Lines  of  Promotion 

Fn>m :  Assistant  Superintendent  of  Placement  of  Disabled  Soldiera. 

Compensation  far  Class 
Annnal:  $402(K-9414O~M2eO-$438O 


Title  of  Culbb  : 

INYBSTIGATOR,    UNITED    STATES   EMPLOYEES'    COMPENSATION 
COMMISSION 

Specifications  of  Class  i  /?  C)  i 

Duties:  I  O  O  1 

Under  the  supervision  of  the  United  States  Employees'  Compensation  Oom- 
raiasion,  to  make  routine  investigations  of  claims  for  compensation  on  account 
of  injury  or  death,  arising  under  the  Compensation  Act  of  September  7, 1916 ;  to 
collect  evidence  establishing  dependency  of  widows,  minor  children,  or  other 
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dependents;  to  inform  officials  In  Goyernment  establishments  as  to  the  proper 
method  of  reporting  cases  of  injury  or  death  and  as  to  the  necessary  pro- 
cedure in  obtaining  medical  relief  and  hospital  care;  and  to  perform  related 
work  as  required. 

Qnaliflaitioiui: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
thorough  knowledge  of  the  Compensation  Act  of  September  7,  1916;  not  less 
than  three  years'  business  or  investigational  experience,  or  its  equivalent ;  tact, 
good  address,  and  good  Judgment 

Compensation  for  Class 

Annual:  n80O-$192(>-$2040-$2160 


LABOK  CONCILIATION 


Title  of  Class  : 
LABOR  CONCILIATOR 

Spedlleations  of  CImb  1682 

Duties: 

Under  general  direction,  to  represent  the  Department  of  Labor  or  other  Qot- 
emment  organization  as  a  conciliator  or  mediator  in  strikes,  threatened  strikes, 
lock-outs,  and  disputes  between  employees  and  employers ;  to  arrange  and  par- 
ticipate in  joint  conferences  between  the  disputants  and  to  convey,  as  the 
agency  of  mediation,  proposals  and  counterproposals  between  the  contending 
parties,  when  joint  conferences  are  impossible;  to  submit  to  the  Secretary  of 
Labor  complete  preliminary  and  final  reports  on  cases  handled;  to  keep  con- 
stantly informed  as  to  conditions  of  employment  and  unemployment,  cost  of 
living,  industrial  and  commercial  activities,  competitive  and  other  conditions  in 
the  various  industries,  and  to  apply  such  information  in  the  adjustment  of  dis- 
putes between  employers  and  employees;  and  to  perform  related  work  as 
required. 

Qualiilaitioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
practical  experience  in  adjusting  industrial  disputes;  thorough  familiarity 
with  industrial  conditions;  fairness  and  tact. 

Principal  Lines  of  Promotion 

To:  Director  of  Conciliation;  Assistant  Director  of  Conciliation. 

Compensation  for  Class 

$8.00  to  115.00  per  day. 


1683 


Title  of  Class  : 

ASSISTANT  DIRECTOR  OF  CONCILIATION 

Specifications  of  Class 
Daties: 

To  assist  the  Director  of  Conciliation  in  supervising  or  performing  work  in- 
volved in  the  adjustment  of  labor  disputes  throughout  the  United  States; 
to  assist  in  the  supervision  of  the  work  of  Labor  Conciliators  in  directing  their 
activities,  giving  them  advice  and  receiving  their  reports ;  to  interview  employers 
and  employees  at  the  Washington  office  and  to  advise  as  to  industrial  problems; 
and  to  perform  related  work  as  required. 

Qnalifloitioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
marked  achievement  in  the  settlement  of  labor  disputes  and  strikes;  thorough 
familiarity  with  industrial  conditions ;  fairness  and  tact. 
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Principal  lines  of  Promotion 


Prom :  Labor  Ck)ncillator. 
To :  Director  of  Ck>nciliation. 


Compensation  for  Class 

•    •    • 


Title  of  Class  : 

DIRECTOR  OF  CONCILIATION  1  P  Q  ' 

Specifications  of  Class  1  0  O  4 

Duties: 

Under  the  general  direction  of  the  Secretary  of  Labor,  to  supervise  or  to 
perform  work  inyolved  In  the  adjustment  of  labor  disputes  throughout  the 
United  States ;  to  supervise  the  activities  of  all  Labor  Conciliators,  giving  them 
advice  and  receiving  their  reports;  to  interview  employers  and  employees  at 
the  Washington  office  and  to  advise  as  to  industrial  problems;  to  keep  in- 
formed as  to  conditions  of  employment,  labor  turnover,  cost  of  living,  industrial 
and  commercial  activities,  competitive  and  other  conditions  in  various  industries 
that  are  factors  in  the  adjustment  of  disputes  between  employers  and  em- 
ployees; with  the  approval  of  the  Secretary  of  Labor,  to  establish  cooperative 
arrangements  with  ot}ier  departments  of  the  Government  and  with  State  agencies 
concerning  adjustment  matters ;  and  to-  perform  other  related  work. 

Qnaliilcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  ex- 
tended successful  experience  in  connection  with  settlement  of  labor  disputes 
and  strikes;  thorough  familiarity  with  industrial  conditions;  fairness  and  tact. 

Principal  Lines  of  Promotion 

From :  Assistant  Director  of  Conciliation ;  Labor  Conciliator. 

Compensation  for  Class 


LABOR  AND  SCHOOL  LAW  ENFORCEMENT 


Title  or  Class  : 

CHILD  LAROR  PERMIT   CLERK— DISTRICT  OF  COLUMBIA 

Spedflcations  of  Class  -i  no  ^ 

Dutisa:  Ido;) 

To  represent  the  Superintendent  of  Schools  In  matters  relating  to  the  Child 
Labor  Law  of  the  District  of  Columbia ;  to  issue  working  permits  to  children 
from  14  to  16  years  of  age  and  to  issue  street  trade  permits  for  children  from 
10  to  16  years  of  age ;  to  conduct  Interviews  with  parents  and  children ;  to  handle 
correspondence  and  to  perform  other  work  incidental  to  the  issuing  of  permits ; 
to  present  special  cases  to  the  Judge  of  the  Juvenile  Court  or  to  social  agencies 
for  adjustment ;  to  report  violations  of  the  Child  Labor  Law  to  the  inspectors ; 
and  to  perform  related  work  as  required. 

Qnallflcations: 

Training  equivalent  to  that  represented  by  graduation  ftom  high  school; 
special  training  in  economics  and  sociology ;  not  less  tlian  two  years'  experience 
in  social  or  industrial  work ;  good  Judgment,  tact,  and  pleasing  personality. 

Compensation  for  Class 

Annual :  «180Mld2M2040-«2ieO 
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Title  of  Class  : 

AGE  CERTIFICATE  INSPECTOR 

Specifications  of  Class  1  6  8  C 

Duties: 

Under  general  direction,  to  perform  field  work  in  connection  with  the  Issuance 
of  certificates  of  age  in  accordance  with  the  regulations  of  the  Federal  Child 
Labor  Tax  Law ;  to  examine  the  evidence  of  age  presented  by  children  and  ta 
secure  evidence  from  other  sources ;  to  perform  necessary  clerical  work,  includ- 
ing the  keeping  of  simple  office  files  and  the  conducting  of  correspondence ;  and 
to  perform  related  work  as  required. 

Qualiflcatiomi: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  not  less  than  two  years'  responsible  experience  in  factory  inspection,  in  in- 
dustrial, economic,  or  social  investigations,  in  the  administration  of  child  labor 
Iaw8»  or  in  similar  lines  of  work ;  knowledge  of  industrial  conditions ;  supervisory 
ability:  good  judgment  and  tact. 

Principal  Lines  of  Promotion 

To :  Child  Labor  Tax  Inspector. 

Compensation  for  Class 

Annual:  $180(K-|1920-$204<M2100 


Title  of  Class  : 

CHILD  LABOR  TAX  INSPECTOR 

Specifications  of  Claos  1  ^5J 

Datios:  1  D  O  I 

Under  general  direction,  to  inspect  mines,  quarries,  mills,  canneries,  work- 
shops, factories,  and  other  manufacturing  establishments  for  non-obflervance- 
of  the  Federal  Child  Labor  Tax  Law;  to  instruct  school  officials  in  the  is- 
suance of  Federal  and  State  certificates;  to  study  and  report  upon  the  em- 
ployment certification  systems  of  various  States;  and  to  pe^orm  related  work 
as  required*. 

Qiulifications: 

Training  equivalent  to  that  represented  by  graduation  from  hi£^  school 
and  by  not  less  than  three  years'  responsible  experience  in  factory  tnapectlOQ, 
in  industrial,  economic,  or  social  investigations,  in  the  administration  of  child 
labor  laws,  or  in  similar  lines  of  work;  knowledge  of  industrial  condttloos; 
supervisory  ability ;  good  Judgment  and  tact 

Principal  Lines  of  Promotion 

From:  Age  Certificate  Inspector. 

To :  Director,  Child  Lab<n-  Tax  Division. 

Compensation  for  Clatfa 

Annual:  |240(V-$2620-$2fi4(^27e0 


Tttle  of  Class  : 

DIRECTOR,  CHILD  LABOR  TAX  DIVISION 

SpedficatioBs  of  Claas  1688 

Duties: 

To  administer  the  Child  Labor  Tax  Division  of  the  Bureau  of  Internal 
Revenue;  to  supervise  the  work  of  field  and  office  employees  of  the  division; 
to  initiate  actions  in  the  enforcement  of  the  Federal  Child  Labor  Tax  Law; 
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ro  supervise,  by  a  staff  of  field  inspectors,  the  issuing  of  FedMsl  oertltcates 
of  age  and  the  inspection  of  factories;  to  xmuss  upon  the  application  of  the 
law;  to  devise  systems  for  the  collection  of  the  tax;  to  address  meetings 
of  interested  persons  on  the  Federal  Child  Labor  Tax  Law;  and  to  perform 
other  related  work. 

QoaMoitloiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  special  work  in  sociology  and 
economics ;  not  less  than  two  years'  experience  in  child  welfare  work,  including 
one  year  in  an  administrative  capacity ;  broad  knowledge  of  industrial  work ; 
administrative  ability;  and  good  Judgment. 

Principal  Lines  of  Promotion 

From:  Child  I^bor  Tax  Inspector. 

Compensation  for  Class 

Annual:  $324O-|3360^$348a-|3600 


Title  of  Ola.bb: 

EIGHT-HOUR  LAW  INSPECTOR— DISTRICT  OF  COLUMBIA 

Specifications  of  CIsm  ^  Ri^d 

Duties:  iDO,l 

Under  general  supervision,  to  make  systematic  inspections  of  establishments 
in  the  District  of  Columbia  where  women  are  employed,  with  reference  to  the 
compliance  of  these  establishments  with  the  Eight-hour  Female  Labor  Law,  to 
inspect  schedule  cards  and  time  records  as  required  by  law;  to  investigate 
complaints  of  violation  of  the  law,  involving  interviews  with  employers  and 
complainants,  observation  of  the  opening  and  closing  of  establishments,  and 
occasionally  all-day  inspection  of  establishments  to  secure  evidence  Of  viola- 
tion ;  to  appear  in  court  as  prosecutor  or  witness ;  and  to  perform  related  work 
as  required. 

QoftUfiaitiiHiB: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  noi 
less  than  two  years'  experience  in  social  or  related  lines  of  work;  thorough 
knowledge  of  the  laws  governing  the  employment  of  female  labor  In  the  Dis- 
trict of  Columbia ;  good  Judgment,  tact,  and  poise. 

Cempeoflation  for  Class 
Annual:  |180(M1920-|2040>^2160 


TiTLB  OF  Class: 

CHIEF  mSPECTOR  OF  HOURS  OF  SERVICE,  INTERSTATE   COM- 
MERCE  COMMISSION  1  ^  <^ )  H 

Spedflcations  of  Class  '^^''  '^ 

Duties: 

To  be  respoDsible  to  the  Chief  of  the  Bureau  of  Safety  of  the  Interstate 
Connnerce  Commission,  for  administration  of  the  Federal  Hours  of  Service  law 
throughout  the  United  States;  to  analyze  inspectors'  reports  of  violations  of 
the  Hours  of  Service  Law  occurring  on  railroads  engaged  in  Interstate  com- 
merce, to  determine  their  proper  disposition,  and  to  prepare  them  for  trans- 
mittal to  the  Legal  Section  of  the  Bureau ;  to  invesPtigate  complaints  of  viola- 
tions of  the  Hours  of  Service  Law  and  to  inspect  hours  of  service  records 
within  an  assigned  territory;  to  investigate  railroad  accidents,  including 
visiting  the  scene  of  accident,  ascertaining  physical  conditions,  examination  of 
witnesses,  securing  proper  data,  determining  cause,  placing  responsibillly,  and 
preparing  reports;  to  conduct  correspondence;  and  to  perform  other  related 
work. 
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Qwilillaitioiifl: 

Training  equivalent  to  that  r^resented  by  graduation  from  high  school;  not 
less  than  five  years'  railroad  experience;  knowledge  of  railroad  operation  and 
of  the  Hours  of  Service  Law ;  supervisory  ability  and  good  Judgment 

Compenaation  for  Class 

Annual:  $3000 


TrrLE  OF  Class  : 

ASSISTANT  SECRETARY,  MINIMUM  WAGE  BOARD— DISTRICT  OF 
COLUMBIA 

Spedfieatiomi  of  Class  1  R 1)  1 

Duties:  lU^'X 

To  assist  the  Secretary  of  the  Minimum  Wage  Board  in  administering  the 
minimum  wage  law  in  the  District  of  Columbia;  to  assist  in  the  collection 
of  wage  data,. in  the  gathering  of  material  for  cost  of  living  studies,  and  in 
the  compilation  of  this  data  into  tables  and  statistical  reports;  to  proof  read 
reports;  to  interview. employers  and  workers;  to  assist *the  Secretary  at  meet- 
ings of  the  Board,  at  wage  conferences,  and  at  other  meetings;  to  perform 
stenographic  and  other  clerical  work  for  the  secretary ;  and  to  perform  related 
work  as  required. 

QnaliflaitioiiB: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  special  work  in  economic  and  industrial 
subjects;  not  less  than  one  year's  experience  in  industrial  investigation; 
knowledge  of  stenography ;  initiative,  good  address,  and  accuracy. 

Compensation  for  Class 

Annual:  |1800-$1020-|204O-|21(K) 


Tftlb  of  Class  : 

SECRETARY,  MINIMUM  WAGE  BOARD— DISTRICT  OF  COLUMBIA 

Spedflcations  of  Class  IV^^d 

Duties: 

Subject  to  the  approval  of  the  Minimum  Wage  Board,  to  administer  the 
minimum  wage  law  in  the  District  of  Columbia;  to  call  Board  meetings  and 
keep  the  minutes  thereof;  to  make  investigations  and  to  report  upon  the  cost 
of  living  of  working  women  in  the  District  of  Columbia,  and  upon  the  wage 
situation  in  all  industries  of  the  District;  to  handle  informational  work;  to 
organize  meetings  of  employees  for  the  selection  of  wage  conference  members 
and  to  act  as  secretary  of  such  conferences';  and  to  perform  other  related  work. 

Qnalifloitloni: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  special  work  in  economics,  sociology, 
statistics,  and  industrial  subjects ;  not  leas  than  three  years'  experience  in  in- 
vestigation and  research  on  industrial  subjects  or  in  the  enforcement  of  labor 
laws;  administrative  ability;  initiative.  Judgment,  and  good  address. 

Principal  Lines  of  Promotion 

Prom:  Assistant  Secretary,  Minimum  Wage  Board — District  of  Columbia. 

Compensation  for  Class 
Annual:  |27aa^«288(>-«8000 
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TiTTJs  OF  CuLSS : 

SCHOOL  ATTENDANCE  OFFICER 

Spedllcatioiui  of  Claia  1  6  «i  3 

Duties: 

Under  general  nupervlsion  of  a  Chief  School  Attendance  OfUcer,  to  investi- 
gate cases  of  nonattendance  reported  from  a  group  of  school  divisions;  to 
learn  the  cause  of  absence  and,  where  help  is  nee<led,  to  refer  the  case  to  a 
special  child-caring  agency  to  adjust  conditions;  to  visit  schools  and  confer 
with  teachers  and  supervisors;  to  visit  business  Arms  and  verify  reports  of 
their  employment  of  children  within  the  ages  prescribed  by  the  Compulsory 
Ekiucation  Law ;  to  appear  in  court  on  school  attendance  cases ;  and  to  perform 
related  clerical  and  other  work  as  required. 


Tiaining  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  educational  or  social  work;  good  judg- 
ment, tact,  and  good  address. 

Principal  Lines  of  Promotion 

To :  Chief  School  Attendance  Officer. 

Compensation  for  Class 

Annual:  |15(i0-|162a-$174O-$1860 


TnxE  OF  Class  :     • 

CHIEF  SCHOOL  ATTENDANCE  OFFICER 

Spedfieations  of  Class  1  O  «/  4 

Dntias: 

Under  the  Superintendent  of  Schools,  to  supervise  and  to  perform  work  in- 
volved in  administering  the  Compulsory  Education  I^aw ;  to  visit  the  homes  of 
school  children  in  the  interest  of  school  attendance;  to  serve  legal  notices  to 
parents  of  delinquent  children  and  to  cause  warrants  to  be  issued;  to  confer 
with  school-teachers  and  officials  and  with  other  social  agencies  relative  to 
irregular  school  attendance,  nonattendance,  truancy,  or  incorrigibility  of 
children ;  to  conduct  the  prosecution  of  cases  before  the  Juvenile  Court  and  the 
Police  Court  when  necessary;  to  illroct  the  work  of  other  attendance  officers; 
and  to  perform  other  related  work  as  required. 

Qnalifioitiomi: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years* .  experience  in  educational  or  social  work,  for  one 
year  of  which  experience,  training  in  a  recosmlzed  school  of  social  work  may 
be  substituted;  good  judgment,  tact,  and  good  address. 

Principal  Lines  of  Promotion 

From :  School  Attendance  Officer. 

Compensation  for  Class 

Annual:  $202(>-$214a-|2260 

PROBATION 


Title  of  Class  : 

PROBATION  OFFICER,  DISTRICT  SUPREME  COURT 

Specifleations  of  Class  1  f)  1)  T) 

Duties:  ^^ 

Under  general  supervision  of  the  Chief  Probation  Officer,  to  make  investi- 
gations, reports,  and  recommendations  in  cases  referred  by  the  Supreme  Court 
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of  the  District  of  Columbia;  to  yisit  and  make  field  Investigations  of  proba- 
tioners; to  record  data  relative  to  persons  placed  on  probation;  to  instruct 
them  as  to  their  obligations;  to  act  for  the  Chief  Probation  Officer  in  his  ab- 
sence ;  and  to  perform  related  work  as  required. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school;  not 
less  than  two  years'  experience  in  social  work ;  familiarity  with  court  procedure ; 
good  judgment,  tact,  and  discretion. 

Principal  Lines  of  Promotion 

To :  Chief  Probation  Officer,  District  Supreme  Court 

Compensation  for  Clnss 
Annual:  |1620-$174O-418e0 


Title  of  Class  : 

CHIEF  PROBATION  OFFICER,  DISTRICT  SUPREME  COURT 

Specifieations  of  Class  1  6  «^  ^ 

Duties: 

To  be  responsible  to  the  Supreme  Court  of  the  District  of  Columbia  for  the 
work  of  its  Probation  Office;  to  supervise  or  to  perform  work  in  connection  with 
investigations,  reports,  and  recommendations  relative  to  criminal  cases  referred 
by  the  court ;  to  record  data  relative  to  persons  placed  on  probation ;  to  instruct 
them  as  to  their  obligations;  to  visit  and  make  field  investigations  of  pro- 
bationers; to  attend  court  hearings;  to  receive  and  disburse  money  in  non- 
support  cases;  to  collect  data  and  statistics;  and  to  i)erform  related  work  as 
required. 

Qnalifientiomi: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  successful  experience  in  social  or  court  probation  work ; 
preferably  some  knowledge  of  the  law ;  good  Judgment,  tact,  and  discretion. 

Piindiial  Lines  of  Promotion 

From :  Probation  Officer,  District  Supreme  Court. 

Compensation  for  Class 

Annual:  |27eM2880-^3000 


Titus  of  Class  : 

PROBATION  OFFICER,  JUVENILE  COURT 

Specifications  of  Class  1  (^  M  7 

Duties:  IV^  • 

Under  direction,  to  be  responsible  for  the  supervision  of  a  nmnber  of  adults 
or  children  placed  on  probation  by  the  Juvenile  Court  of  the  Dirtrict  of  Co- 
lumbia; to  visit  homes,  schools,  churches,  courts,  playgrounds,  and  hospitals^ 
and  to  call  upon  relatives,  employers,  and  representatives  of  social  agencies 
relative  to  formulating  and  carrying  out  plans  for  the  welfare  of  the  adults 
or  children  in  the  care  of  the  court;  and  to  perform  related  clerical  and  other 
work  as  required. 

Qualifieations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  experience  in  social  or  court  work;  good  judgment, 
pleasing  personality,  and  discretion. 

Principal  Lines  of  Promotion 

To :  Assistant  Chief  Probation  Officer,  Juvenile  Court. 

Compensation  for  Class 

Annual:  $1620-^1740-fl860 
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TiTu:  o¥  Glass  : 

ASSISTANT  CHIEF  PROBATION  OFFICER,  JUVENILE  COURT 

Specifications  of  Class  I  6  li  8 

Duties: 

Under  general  direction  of  the  Chief  Probation  Officer,  to  supervise  the 
work  of  Probation  Officers  of  the  Juvenile  Court  of  the  District  of  Columbia 
and  to  be  responsible  for  the  standard  of  probation  work ;  to  advise  Probation 
Officers  relative  to  plans  for  the  welfare  of  delinquent  adults  and  children  under 
the  care  of  the  court ;  to  criticise,  revise,  and  approve  records  and  reports  sub- 
mitted'by  Probation  Officers;  to  make  special  field  investigations  in  connection 
with  probation  cases;  to  interview  applicants  for  work  permits  for  children 
under  14  years,  securing  the  information  necessary  for  the  court  and  arrang- 
ing for  investigation  and  follow-up  work  by  interested  child  welfare  organiza- 
tions; to  attend  court  hearings  in  place  of  the  Chief  Probation  Officer  as  re- 
quired ;  to  assume  the  duties  of  the  Chief  Probation  Officer  in  his  absence ;  and 
to  i)erform  related  work  as  required. 

QnalificatioDs: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  exjperience  in  social  or  court  work;  supervisory 
ability ;  good  Judgment,  pleasing  i)ersonality,  and  discretion. 

Principal  Lines  of  Promotion 

From :  Probation  Officer.  Juvenile  Court. 
To :  Chief  Probation  Officer,  Juvenile  Coijrt. 

Compensation  for  Class 

Annual:  $2040-^2160-^2280-42400 


TiTLB  OF  Class  : 

CHIEF  PROBATION  OFFICER,  JUVENILE  COURT 

Specifications  of  Class  1  O  ^^  •' 

Duties: 

To  be  responsible  to  the  Juvenile  Court  of  the  District  of  Columbia  for  the 
work  of  its  Probation  Office;  to  direct  the  activities  of  Probation  Officers  and 
of  the  clerical  staff  of  the  office ;  to  supervise  the  making  of  investigations,  re- 
ports, and  recommendations  in  cases  referred  by  the  court ;  to  record  data  rel- 
ative to  adults  and  Juveniles  placed  on  probation ;  to  instruct  them  as  to  their 
obligations ;  to  visit  and  make  field  investigations  of  probationers ;  to  supervise 
adults  ordered  by  the  court  to  make  payments  in  non-support  cases ;  to  attend 
court  hearings;  to  conduct  unofficial  hearings  of  complaints  against  Juveniles 
requiring  preliminary  investigations  of  fact ;  to  collect  data  and  statistics ;  and 
to  perform  related  work  as  required. 

QnaUfications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years*  experience  in  social  or  court  work,  including  at  least  two 
years'  successful  experience  in  Juvenile  Court  work;  preferably  some  knowl- 
edge of  the  law;  supervisory  ability;  good  Judgment,  tact,  and  discretion. 

Principal  Lines  of  Promotion 

From :  Assistant  Chief  Probation  Officer,  Juvenile  Court. 
Annual :  $276O-$2880-*3000 


Title  of  Class  : 

PROBATION  OFFICER,  POLICE  COURT 

Specifications  of  Class  I  *i'  i )  ( I 

Duties:  1  I  U  u 

Under  the  general  supervision  of  the  Chief  Probation  Officer,  to  make  investi- 
gations, reports  and  recommendations  in  cases  referred  by  the  Police  Court  of 
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the  District  of  Columbia ;  to  visit  and  make  field  investigations  of  probationers; 
to  record  data  relative  to  persons  placed  on  probation  and  to  instmct  tbem  as 
to  their  obligations ;  and  to  perform  related  work  as  required. 

Qualifieationa: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  two  years'  experience  In  social  work;  familiarity  with  court  proce- 
dure ;  good  Judgment,  tact,  and  discretion. 

Principal  Lines  of  Promotion 

To :  Chief  Probation  Officer,  Police  Court. 

Compensation  for  Class 

Annual:  $1620-$174M1860 


J  701 


Title  of  Class: 

CHIEF  PROBATION  OFFICER,  POLICE  COURT 

Specifications  of  Class 
Duties: 

To  be  responsible  to  the  Police  Court  of  the  District  of  Columbia  for  the  work 
of  its  Probation  Office;  to  supervise  or  to  perform  work  in  connection  with  Inves- 
tigntions,  reports,  and  recommendations  relative  to  cases  referred  by  the  court; 
to  record  data  relative  to  persons  placed  on  probation ;  to  instmct  them  as  to 
their  obligations;  to  visit  and  mnke  field  Investigations  of  probationers;  to  at- 
tend court  hearings ;  to  collect  data  and  statistics ;  and  to  perform  related  work 
as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  three  years'  successful  experience  in  social  or  court  work;  preferably 
some  knowledge  of  the  law ;  good  judgment,  tact,  and  discretion. 

Principal  Lines  of  Promotion 

From :  Probation  Officer,  Police  Court 

Compensation  for  Class 

Annual:  $2280-$2400-|2520 


SOCIAL  ECONOMICS 


Title  of  Class  : 

JUNIOR  SOCIAL  ECONOMIST 

Specifications  of  Class  1702 

Duties: 

Under  immediate  supervision,  to  collect  data  in  connection  wfth  sociological 
or  Industrial  investigations  or  research;  to  arrange  data  In  such  form  ns  may 
be  suggested  by  a  superior;  to  assist  superiors  in  work  which  requires  a 
knowledge  of  the  theory  of  social  economics;  and  to  perform  other  field  and 
related  work  as  required. 

Examples :  Investigating  proposed  compensation  awards  for  relatives  of  Gov- 
ernment civil  employees  who  have  lost  their  lives  while  In  the  performance  of 
their  duties;  obtaining  statistics  on  and  conducting  other  minor  phases  of  an 
mvestigntion  Into  the  cost  of  living;  compiling  and  writing  digests  of  labor 
news ;  tabulating  child  labor  laws ;  collecting  and  classifying  strike  data  from 
various  printed  sources. 

Qualifications: 

Trainlpg  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization  in  social  economics;  and 
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not  less  than  one  year's  ezperence  in  research  on  sociological  or  industrial  sub- 
jects, or  one  year's  graduate  worlc  In  this  field. 

Principal  Lines  of  Promotion 

To :  Assistant  Social  Economist 

Compensation  for  Class 
Annual:  |180a-|ld2(>-f2040-f2160 


Title  of  Glass  : 

ASSISTANT  SOCIAL  ECONOMIST 

Specifications  of  Class  1  7(j#> 

Duties: 

Under  direction,  to  collect,  analyze,  and  digest  data  In  connection  with  socio- 
logical or  industrial  investigations  or  research;  to  conduct  minor  Investiga- 
tions or  research  In  this  field ;  to  assist  In  writing  reports,  handling  corre- 
spondence, and  dassll^ing  questionnaires  and  schedules ;  and  to  perform  other 
field  and  related  work  as  required. 

E2xamp]es:  Conducting  field  Investigations  on  various  phases  of  labor  law 
administration ;  supervising  and  coordinating  legislative  research  work  dealing 
with  child  welfare;  investigating  and  making  recommendations  as  to  the  work- 
ing conditions  of  Government  women  employees;  preparing  questionnaires  and 
planning  surveys  of  minor  social  problems. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization  in  social  economics,  and 
by  one  year's  graduate  work  in  this  field;  and  not  less  than  two  years*  prac- 
tical experience  in  research  in  social  economics. 

Principal  Lines  of  Promotion 

From :  Junior  Social  Economist. 
To :  Associate  Social  Economist 

Compensation  for  Class 

Annual:  $2400-$2520-^264M276O-$28S0-$3000 


Name  of  Group  of  Classes  : 
ASSOCIATE  SOCIAL  ECONOMIST 

Tttles  of  Ttpicai.  Classes  in  Group  : 

Associate  Social  Economist  (Child  Labor  Problems) 

Associate  Social  Economist  (Industrial  Relations) 

Associate  Social  Economist  (Farm  Labor  Problems)  1  ^  f )  1 

Specifications  of  Classes  in  Group 
Dnties: 

Under  general  direction,  to  prosecute  or  to  direct  minor  sociological  or  in- 
dustrial surveys  or  investigations,  or  to  assist  in  the  administration  of  larger 
investigations;  to  advise  with  superiors  in  the  determination  of  matters  of 
policy  relating  to  scope,  organization,  management,  analysis,  and  presentation ; 
and  to  perform  other  field  and  related  work  as  required. 

Examples :  Preparing  the  report  of  a  survey  on  infant  mortality  or  a  similar 
subject;  conducting  organization  work  to  handle  the  farm  labor  problem;  di- 
recting the  work  of  a  division  of  a  bureau  engaged  in  sociological  work ;  analyz- 
ing and  tabulating  survey  material  and  writing  lmi)ortant  reports. 
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Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
Institution  of  recognized  standing,  and  by  three  years*  graduate  work  in  the 
field  of  social  economics;  not  less  than  three  years*  experience  in  sociological 
or  industrial  investigations  or  research ;  and  proven  success  in  such  work  shown 
by  writings  and  publications. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  and  experience  In  one 
or  more  branches  of  social  economics,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Assistant  Social  Economist. 
To :  Social  Economist. 

Compensation  for  Classes  in  Group 

Annual :  $3240-$3360-$348(>-|3600-$3720-^840 


Name  of  Groxtp  of  Glasses  : 
SOCIAL  ECONOMIST 

Tttles  of  Typical  Classes  in  Gboup  : 

Social  Economist  (Child  Welfare) 

Social  Economist  (Women  in  Industry) 

Social  Economist  (Wages  and  Working  Conditions) 

Specifications  of  Oaases  in  Group  i  i  U  0 

Duties: 

Under  general  direction,  to  perform  one  or  more  of  the  following  functions 
in  connection  with  the  prosecution  of  important  work  in  social  economics: — 
(1)  to  assist  in  the  administration  of  major  sociological  or  industrial  In- 
vestigations or  research  dealing  with  wages,  hours  of  labor,  working  conditions, 
cost  of  living,  prices,  industrial  relations,  child  welfare,  or  women  in  industry, 
including  the  determination  of  matters  of  policy;  (2)  on  a  smaller  scale,  to 
direct  or  prosecute,  independently  or  with  assistants,  original  sociological  or 
industrial  research  of  an  advanced  character;  (3)  to  serve  as  an  independent 
adviser  on  special  phases  of  social  economics;  (4)  to  perform  specially  difficult 
or  important  field  work ; — ^and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  three  years*  graduate  work  in 
the  field  of  social  science;  not  less  than  four  years*  experience  in  this  field; 
either  successful  experience  in  the  organization  and  management  of  minor  socio- 
logical or  industrial  investigations.  Including  the  determination  of  their  scope 
and  the  methods  of  presentation  of  the  reports,  or  successful  experience  in 
independent  social  research  shown  by  writings  and  publications. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  and  exp^ience  in 
one  or  more  branches  of  social  economics,  as  indicated  by  the  title  of  that 
class. 

Principal  Linos  of  Promotion 

From:  Associate  Social  Economist. 
To:  Senior  Social  Economist. 

Compensation  for  Classes  in  Group 

Annual:  $414(K$4320-$4500-$4680-$4860-$5040 
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Name  of  Gboup  of  Classes  : 

SENIOR  SOCIAL  ECONOMIST 

Tmjc  OF  Typical  Class  in  Group  : 

Senior  Social  Economist  (Industrial  Relations) 

Specifications  of  Oasses  in  Group 
Duties: 

To  perform  one  or  more  of  the  following  functions  in  scientific  work  of  the 
highest  order  in  social  economics: — (1)  to  direct,  on  abroad  scale,  sociological 
or  Industrial  investigations  or  research  dealing  with  such  problems  as  wages, 
hours  of  labor,  working  conditions,  or  Industrial  relations.  Including  the  super- 
vision of  a  large  number  of  employees  and  the  determination  of  broad  matters 
of  policy;  (2)  to  prosecute,  Independently  or  with  assistants, •  original  socio- 
logical or  industrial  research  of  the  most  advanced  character  and  exacting 
requirements;  (3)  to  serve  as  an  authoritative  adviser  in  social  economics 
dealing  with  fundamental  matters  of  policy  or  with  exceptionally  difficult 
problems ; — and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  three  years'  graduate  work  in 
social  science;  not  less  than  seven  years'  experience  in  this  field;  either  suc- 
cessful experience  In  the  organization  and  management  of  major  sociological  in- 
quiries and  Investigations  In  the  field  of  social  science,  including  the  determina- 
tion of  their  scope  and  the  method  of  presentation  of  the  reports,  or  marked 
distinction  achieved  in  Independent  research  shown  by  writings  and  publica- 
tions ;  administrative  and  organizing  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  and  exx)erience  in  one 
or  more  branches  of  social  economics,  as  indicated  by  the  title  of  that  dass. 

Principal  lines  of  Promotion 

From :  Social  Economist. 

Compensation  for  Classes  in  Group 

•  •    • 

Titus  of  Class: 

CHIEF  OF  WOMEN'S  BUREAU 

Specifications  of  Class  i  ^  h  "^ 

Duties:  I  <  * '  < 

To  be  responsible,  under  the  Secretary  of  Labor,  for  the  direction  and  control 
of  the  work  and  employees  of  the  Women's  Bureau ;  to  direct  on  a  broad  scale, 
sociological  or  Industrial  Investigations  or  research  dealing  with  problems  af- 
fecting women  in  Industry;  to  serve  as  an  authoritative  advisor  on  problems 
affecting  women  in  Industry;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  three  years'  graduate  work  In 
social  science;  not  less  than  seven  years'  experience  In  this  field;  successful 
experience  In  the  organization  and  management  of  major  sociological  or  Indus- 
trial inquiries  and  investigations  into  problems  affecting  women  in  Industry, 
including  the  determination  of  scope  and  the  method  of  presentation  of  the  re- 
ports ;  preferably  knowledge  of  the  structure  of  the  Government,  the  idws  relat- 
ing to  appropriations,  expenditures  and  accounting,  and  of  Civil  Service  laws 
and  regulations ;  and  administrative  ability  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Social  Economist. 

Compensation  for  Class 

•  *    * 
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Title  of  Glass  : 

COMMISSIONER  OF  LABOR  STATISTICS 

Specifications  of  Class  1  «  U  O 

Duties: 

To  be  responsible,  under  the  Secretary  of  Labor,  for  the  direction  and  control 
of  the  work  and  employees  of  the  Bureau  of  Labor  Statistics ;  to  plan  and  direct 
on  a  broad  scale,  sociological  and  industrial  investigations  and  research  Into 
such  problems  as  wages  and  hours  of  labor,  worlcing  conditions,  cost  of  llTtng, 
and  retail  and  wholesale  prices ;  to  serve  as  an  authoritative  advisor  in  excep- 
tionally difficult  problems  of  social  economics;  and  to  perform  other  related 
work. 

Qoalifleatiomi: 

Training  equivalent  to  that  represented  by  graduation  with  a  d^ree  from  an 
institution  of  recognized  standing,  and  by  three  years'  graduate  work  in  so- 
ciology and  economics ;  not  less  than  seven  years'  experience  in  this  field ;  suc^ 
cessful  experience  in  the  organization  and  maxiagement  of  major  inquiries  and 
investigations  in  the  field  of  social  science,  including  the  determination  of  their 
scope  and  the  method  of  presentation  of  the  reports;  preferably  knowledge  of 
the  structure  of  the  Government,  of  the  laws  relating  to  appropriations,  ex- 
penditures, and  accounting,  and  of  Civil  Service  laws  and  regulations;  and  ad- 
ministrative ability  of  the  highest  order. 

Principal  Lines  of  Promotion 

From :  Social  Economist. 

Compensation  for  Class 

•    *    • 


TrrLE  OF  Class  : 

CHIEF  OF  CHILDREN'S  BUREAU  .  mh.   .x 

Specifications  of  Class  x  •      * 

Duties: 

To  be  responsible,  under  the  Secretary  of  Labor,  for  the  direction  and  con- 
trol of  the  work  and  employees  of  the  Children's  Bureau ;  to  plan  and  direct  on 
a  broad  scale,  investigations  and  research  into  such  problems  of  child  welfare 
as  Infant  mortality,  the  birth  rate,  orphanage,  Juvenile  courts,  desntlon, 
dangerous  occupations,  accidents  to  and  diseases  of  children  and  employment 
and  legislation  affecting  children  in  the  several  States  and  Territories;  to 
serve  as  an  authoritative  advisor  on  child  welfare;  and  to  perform  other  re- 
lated work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing  and  by  three  years'  graduate  work  in 
sociology  and  economics ;  not  less  than  seven  years'  experience  in  this  field ; 
successful  experience  in  the  organization  and  management  of  major  inquiries 
and  investigations  in  the  field  of  child  welfare,  or  a  related  branch  of  social 
science,  including  the  determination  of  their  scope  and  the  methods  of  presen- 
tation of  the  reports;  preferably  knowledge  of  the  structure  of  the  Government, 
the  laws  relating  to  appropriations,  expenditures,  and  accounting,  and  of 
Civil  Service  l&ws  and  regulations;  and  administrative  ability  of  the  highest 
order.     . 

Principal  Lines  of  Promotion 

From:  Social  Economist. 

Compensation  for  Class 
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SOCIAL  HTOIBNE 


TrruE  OF  Glass  : 

REPORT  EXAMINER,  SOCIAL  HYGIENE  BOARD 

SpMillaitioiis  of  Class  1  4  Xi) 

Dudes: 

Under  the  direction  of  a  Supervisor  of  Field  Agents,  to  read  reports  from 
women  field  agents  relative  to  their  work  in  remedying  social  conditions  that 
make  for  the  spread  of  venereal  disease,  in  connection  with  the  campaign  of 
the  Interdepartmental  Social  Hygiene  Board  for  the  protection  of  soldiers  and 
sailors  from  venereal  disease;  to  summarize  such  reports  and  to  bring  mat- 
ters of  special  importance  to  the  attention  of  the  Supervisor  of-  Field  Agents ; 
and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  not  less  than  three  years'  experience  in 
social  case*  work,  for  one  year  of  which  experience  training  in  a  recognized 
school  for  social  work  may  be  substituted;  good  Judgment  and  facility  in 
vjrriting. 

Principal  Lines  of  Promotion 

To :  Case  Work  Supervisor,  Social  Hygiene  Board ;  Supervisor  of  Field  Agents, 
Social  Hygiene  Board. 

Compensation  for  Class 

Annual:  $174M186O-|1980 


Title  of  Class: 

CASE  WORK  SUPERVISOR,  SOCIAL  HYGIENE  BOARD 

Specifications  of  Class  1  i  IJ. 

Duties: 

Under  the  direction  of  a  Supervisor  of  Field  Agents,  to  read  reports  from 
women  field  agents  and  n;iake  recommendations,  relative  to  work  with  delin- 
quent women,  in  the  campaign  of  the  Interdepartmental  Social  Hygiene  Board 
for  the  protection  of  soldiers  and  sailors  from  venereal  disease;  to  comment 
on  the  method  of  procedure  followed  by  field  agents  in  finished  cases ;  to  make 
suggestions  for  treatment  of  similar  problems  in  the  future;  and  to  perform 
other  related  work. 

Qualifications; 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing;  not  less  than  three  years*  experience  In 
social  work,  for  one  year  of  which  experience,  training  in  a  school  for  social 
work  may  be  substituted ;  good  judgment  and  analytical  ability. 

Principal  Lines  of  Promotion 

From :  Report  Examiner,  Social  Hygiene  Board. 

To :  Supervisor  of  Field  Agents,  Social  Hygiene  Board. 

Compensation  for  Oass 

Annual:  |204M2ieM2280 


'±^TLE  OF  Class  : 

SUPERVISOR  OF  FIELD  AGENTS,  SOCIAL  HYGIENE  BOARD 

Specifications  of  Class  171^ 

Dudes: 

To  assist  the  Executive  Secretary  of  the  Interdepartmental'^^ijllilyglene 
Board,  In  directing  the  work  of  field  agents  of  the  board  in  thefr  study  of 
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social  conditions  that  make  for  the  spread  of  venereal  disease,  and  In  influenc- 
ing law  enforcing  and  other  agencies  to  remedy  such  conditions  in  order  to  lessen 
the  possibility  of  infection  of  soldiers  and  sailors ;  to  assist  in  formulating  general 
policies  for  field  worlc  and  to  hold  conferences  with  field  agents  on  their  work; 
to  recommend  to  the  executive  secretary,  action  based  on  reports  of  field 
agents;  to  make  talks  and  prepare  articles  concerning  the  work  of  the  Inter- 
departmental Social  Hygiene  Board ;  and  to  perform  other  related  work. 

Qnalificationa: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree 
from  an  institution  of  recognized  standing;  not  less  than  three  years' 
social,  legal,  and  educational  measures  for  the  control  of  venereal  disease. 
Including  at  least  one  year  in  a  supervisory  capacity;  administrative  ability; 
tact  and  good  judgment. 

Principal  Lines  of  Promotion 

From :  Case  Work  Supervisor,  Social  Hygiene  Board ;  Report  Examiner,  Social 
Hygiene  Board. 

Compensation  for  Class 

Annual:  f3540-|378a44Q20 


WELFARE  AND  CHARITY 


Title  of  Class: 

INDIAN  WELFARE  AGENT  i  r^  i  O 

1  4  lO 

Specifications  of  Class 

Duties: 

Under  general  supervision,  to  conduct  correspondence-relative  to  remunerative 
employment  for  Indians  and  their  placement  in  families,  schools,  offices,  fac- 
tories, or  wherever  employment  opportunities  offer;  to  supervise  the  work  of 
Indian  stenographers  and  typists  studying  In  the  Office  of  Indian  Affairs  and 
preparing  for  Civil  Service  and  other  examinations;  to  look  after  the  welfare 
of  Indian  students  employed  in  Washington ;  to  establish  and  maintain  various 
records  such  as  registers  of  Indian  employees  in  factories  of  Indians  in  the 
military,  naval,  or  air  service,  and  of  those  nursing;  and  to  perform  related 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  social  work,  or  as  a  matron,  or  in  work 
with  young  people,  or  in  related  lines  of  work;  good  judgment,  friendly  per- 
sonality, and  sympathetic  understanding  of  Indian  psychology. 

Compensation  for  Oass 

Annual:  $1800-^1920-^2040 

Title  of  Class  : 

MILITARY  WELFARE  INVESTIGATOR 

Specifications  of  Class  1714 

Duties: 

Under  general  supervision  of  officials  of  the  War  Department,  to  interview 
discharged  service  men  and  secure  information  relative  to  conditions  and 
difficulties  encountered  hy  them  after  leaving  the  service;  to  investigate  their 
employiAent  status,  and,  if  not  employed,  their  prospects  of  employment  and 
the  reasons  for  their  nonemployment ;  to  make  reports  in  connection  wltb 
such  work ;  and  to  perform  related  work  as  required. 
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Qaalifications: 

Training  eqaivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  service  in  the  United  States  Army;  trustworthiness, 
resourcefulness,  tact,  and  discretion. 

Principal  Lines  of  Promotion 

To;  Military  Employment  Agent. 

Compensation  for  Oass 

Annual:  $198M2100-$222(M2340 


-JLITUB  OF  Glass: 
WELFARE  WORKER 

Specifications  of  Class  I   •  .L  0 

Duties: 

Under  general  direction,  to  perform  work  relative  to  the  welfare  of  the  per- 
sonuel  of  a  Grovemment  department  or  bureau;  and  to  perform  related  work 
as  required. 

Examples:  Welcoming  new  employees  and  aiding  them  in  securing  suitable 
living  accommodations;  calling  personally  or  designating  some  one  to  call  on 
employees  who  are  absent  from  the  office  because  of  illness;  posting  recrea- 
tional notes  on  bulletin  boards;  listing  rooms  and  apartments  for  rent;  ob- 
serving and  reporting  on  questions  of  discipline,  health,  absenteeism,  and  simi- 
lar matters. 

Qnalifications: 

Training  equivalent  to  that  represents  by  graduation  from  high  school  and 
by  training  in  a  recognized  school  of  social  work ;  not  less  than  one  year's  ex- 
perience in  social  work ;  familiarity  with  living  conditions  in  Washington,  D.  G. ; 
good  judgment,  tact,  and  pleasing  address. 

'Principal  Lines  of  Promotion 

To :  Welfare  Director. 

Compensation  for  Class 

Annual:  $1620-|1740-|1860 

Title  of  Class: 
WELFARE  DIRECTOR 

Specifications  of  Class  1  #  .L  (3 

Duties: 

To  supervise  welfare  work  in  all  its  phases  among  the  employees  of  a  large 
department  or  bureau;  to  supervise  a  group  of  welfare  workers  engaged  in 
such  work  as  aiding  employees  in  securing  suitable  living  accommodations, 
calling  on  employees  absent  from  office  because  of  Illness,  and  informing  em- 
ployees as  to  recreational  facilities;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school,  and 
by  a  course  in  a  recognized  school  for  social  work ;  not  less  than  three  years' 
successful  experience  in  social  or  welfare  work  of  a  similar  nature;  super- 
visory ability ;  good  Judgment  and  tact 

Principal  Lines  of  Promotion 

From :  Welfare  Worker. 

Compensation  for  Oass 

Annual :  $228M2400-|2520-$2640 
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Title  or  Glass: 

INVESTIGATOR,  BOARD  OF  CHARITIES— DISTRICT  OF  COLUMBIA 

Specificatioiis  «f  Class  1717 

Duties:  i  •  J-  • 

Under  general  sapervislon  of  the  Executive  Secretary  of  the  Board  of 
Charities,  to  visit  and  Inspect  the  charitable  institutions  of  the  District  of  Co- 
lumbia; to  receive  applications  for  admission  to  public  charitable  institutions 
of  the  District  of  Columbia ;  to  interview  and  correspond  with  applicants,  tela- 
atlves,  employers,  charitable  organizations,  and  others,  in  order  to  determine 
whether  the  applicant  is  a  legal  resident  of  the  District;  to  return  non-resi- 
dent dependents  to  their  legal  residences;  and  to  perform  clerical  or  other 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year's  experience  in  social  work;  good  Judgment  and  tact 

Principal  Lines  of  Promotion 

To:  Executive  Secretary,  Board  of  Charities — ^District  of  Oolomhia. 

Compensation  for  Class 

Annual:  I162M174O41860 

TiTLB  OF  Class: 

EXECUTIVE  SECRETARY,  BOARD   OF   CHARITIES— DISTRICT  OF 
COLUMBIA  i  r?  1  Q 

Specifications  of  Class  1  I  .L  O 

Duties: 

To  act  as  secretary  and  executive  officer  of  the  Board  of  Charities  of  the 
District  of  Columbia  and  to  supervise  the  field  and  office  employees  of  the 
Board;  to  act  as  Secretary  of  all  committees;  to  supervise  expenditures,  and 
to  collect  and  classify  information  for  use  of  the  Board  in  preparing  estimates 
of  appropriations  and  reports  to  Congress;  to  suipervise  the  periodic  in- 
spection of  charitable,  penal,  and  correctional  institutions  of  the  District  of 
Columbia ;  to  oversee  ambulance  service  and  medical  attendance  for  the  poor, 
the  deportation  of  nonresident  insane  and  paupers,  and  the  Investigation  of 
complaints;  to  attend  conferences  and  address  public  meetings;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  a  course  in  a  recognized  school 
of  social  work;  not  less  than  three  years'  successful  experience  in  social 
work,  including  two  years  in  an  administrative  capacity;  tact  and  good 
Judgment 

Principal  Lines  of  Promotion 

From :  Investigator,  Board  of  Charities — ^District  of  Columbia. 

Compensation  for  Class 

Annual:  *414O-*4380-$4620-$4860 


TrrxE  OF  Class  : 

INVESTIGATOR,  BOARD  OF  CHILDREN'S  GUARDIANS— DISTRICT 
OF  COLUMBIA 

Specifications  of  Class  1  ^  1  O 

Duties:  1  f  J.  «' 

Under .  supervision,  to  investigate  complaints  concerning  the  mistreatment  or 
destitution  of  children  and  requiring  visits  to  homes  and  social  agencies  and 
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calls  npon  neighborSt  teachers,  the  police,  family  physicians,  and  relatives; 
to  investigate  homes  of  applicants  for  wards  of  the  Board  and  to  report  on 
their  snltability ;  to  visit  wards  of  the  Board  and  interview  the  children  and 
their  caretakers;  to  arrange  for  mental  and  physical  examinations  and  visit 
wards  of  the  Board  in  hospitals ;  to  attend  the  Juvenile  Oonrt,  when  summoned, 
and  to  present  cases;  and  to  perform  related  clerical  and  other  work  as 
required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  training  in  a  recognized  school  for  social  work ;  not  less  than  one  year's  ex- 
perience in  social  work,  preferably  in  Juvenile  Court  or  child  welfare  work; 
tact,  good  judgment,  and  pleasing  personality. 

Principal  Lines  of  Promotion 

To :  Chief  Investigator,  Board  of  Children's  Guardians — District  of  Columbia. 

Compensation  for  Class 
Annual:  $162a-$1740-$18«) 


Title  of  Class  : 

CHIEF  INVESTIGATOR,  BOARD  OF  CHILDREN'S  GUARDIANS— DIS- 
TRICT OF  COLUMBIA 

Specifications  of  Class  1720 

Duties: 

To  be  responsible  to  the  Executive  Secretary  of  the  Board  of  Children's 
Guardians,  for  the  supervision  of  the  stafT  of  investigators;  personally  to  per- 
form certain  work  of  an  investigntor,  such  as  investigating  complnints,  attend- 
ing the  Juvenile  Court  when  summoned,  and  presenting  cases;  and  to  perform 
related  clerical  and  other  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  a  course  in  a  recognized  school  of  social  work ;  not  less  than  two  years*  suc- 
cessful experience  in  social  work;  tact  and  good  judgment;  and  supervisory 
ability. 

Principal  Lines  of  Promotion 

From:  Investigator,  Board  of  Children's  Guardians — District  of  Columbia. 
To :  Executive  Secretary,  Board  of  Children's  Guardians — District  of  Columbia. 

Compensation  for  Class 

Annual:  $2O40-$216(>-$228M24OO 


TiTTiE  OF  Class  : 

EXECUTIVE  SECRETARY,  BOARD  OF  CHILDREN'S  GUARDIANS- 
DISTRICT  OF  COLUMBIA 

Specifications  of  Class  1721 

Duties: 

To  be  responsible  to  the  Board  of  Children's  Guardians  of  the  District  of 
Columbia  for  the  care  and  custody  of  all  children  committed  to  the  Board ;  to 
provide  for  their  proper  care,  education,  and  training  for  usefulness;  to  act 
as  curator  of  the  estates  of  wards  of  the  Board  who  have  property ;  to  initiate 
or  cooperate  with  movements  for  the  betterment  of  child  life  in  the  community ; 
to  address  meetings;  to  organize  and  train  outside  groups  for  work  among 
children ;  to  train  and  supervise  field  and  office  employees ;  and  to  perform  other 
related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  a  course  in  a  recognized  school  of 


« 
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Title  of  Glass: 

INVESTIGATOR,  BOARD  OF  CHARITIES— DISTRICT  OP  COLUMBIA 

Speeifications  of  Class  1717 

Dnties:  l  •  J-  • 

Under  general  sapervlsion  of  the  Executive  Secretary  of  the  Board  of 
Charities,  to  visit  and  inspect  the  charitable  institutions  of  the  District  of  Co- 
lumbia; to  receive  applications  for  admission  to  public  charitable  instltutlODs 
of  the  District  of  Columbia ;  to  interview  and  correspond  with  applicants,  rel- 
atives, employers,  charitable  organizations,  and  others,  in  order  to  detennine 
whether  the  applicant  is  a  legal  resident  of  the  District;  to  return  non-resi- 
dent dependents  to  their  legal  residences;  and  to  perform  clerical  or  other 
work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  one  year*s  experience  in  social  work ;  good  Judgment  and  tact 

Principal  Lines  of  Promotion 

To:  Executive  Secretary,  Board  of  Charities — District  of  Columbia. 

Compensation  for  Class 

Annual:  |1620-$174a41860 

Title  of  Glass  : 

EXECUTIVE  SECRETARY,  BOARD   OF   CHARITIES— DISTRICT  OF 
COLUMBIA  i  r?  1  C 

Specifications  of  Class  1  I  1  O 

Duties: 

To  act  as  secretary  and  executive  officer  of  the  Board  of  Charities  of  the 
District  of  Columbia  and  to  supervise  the  field  and  oflBce  employees  of  the 
Board;  to  act  as  Secretary  of  all  committees;  to  supervise  expenditures,  and 
to  collect  and  classify  information  for  use  of  the  Board  in  preparing  estimates 
of  appropriations  and  reports  to  Congress;  to  supervise  the  periodic  in- 
spection of  charitable,  penal,  and  correctional  institutions  of  the  District  of 
Columbia;  to  oversee  ambulance  service  and  medical  attendance  for  the  poor, 
the  deportation  of  nonresident  Insane  and  paupers,  and  the  investigation  of 
complaints ;  to  attend  conferences  and  address  public  meetings ;  and  to  perform 
other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing  and  by  a  course  in  a  recognized  school 
of  social  work;  not  less  than  three  years*  successful  experience  in  social 
work,  including  two  years  In  an  administrative  capacity;  tact  and  good 
Judgment. 

Principal  Lines  of  Promotion 

From :  Investigator,  Board  of  Charities — District  of  Columbia. 

Compensation  for  Class 

Annual:  ?4140-*4380-$4620-$4860 


TriLE  OF  Class  : 

INVESTIGATOR,  BOARD  OF  CHILDREN'S  GUARDIANS— DISTRICT 
OF  COLUMBIA 

Specifications  of  Class  1  ^  1  O 

Duties:  i  «  1  «' 

Under .  supervision,  to  investigate  complaints  concerning  the  mistreatment  or 
destitution  of  children  and  requiring  visits  to  homes  and  social  agencies  and 
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calls  upon  neighbors^  tekchers,  the  police,  family  physicians,  and  relatives; 
to  inrestlgate  homes  of  applicants  for  wards  of  the  Board  and  to  report  on 
their  snltabllity ;  to  visit  wards  of  the  Board  and  interview  the  children  and 
their  caretakers;  to  arrange  for  mental  and  physical  examinations  and  visit 
wards  of  the  Board  in  hospitals ;  to  attend  the  Juvenile  Court,  when  summoned, 
and  to  present  cases;  and  to  perform  related  clerical  and  other  work  as 
required. 

Qualifications! 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  training  in  a  recognized  school  for  social  work ;  not  less  than  one  year's  ex- 
perience in  social  w^ork,  preferably  in  Juvenile  Court  or  child  welfare  work; 
tact,  good  judgment,  and  pleasing  personality. 

Principal  Lines  of  Promotion 

To :  Chief  Investigator,  Board  of  Children's  Guardians — District  of  Columbia. 

Compensation  for  Class 
Annual:  $162a-$1740-$18e0 


Title  of  Class  : 

CmEF  INVESTIGATOR,  BOARD  OF  CHILDREN'S  GUARDIANS— DIS- 
TRICT  of  COLUMBIA 

Specifications  of  Class  1720 

Duties: 

To  be  responsible  to  the  Executive  Secretary  of  the  Board  of  Children's 
Guardians,  for  the  supervision  of  the  stafT  of  investigators;  personally  to  per- 
form certain  work  of  an  investigator,  such  as  investigating  complaints,  attend- 
ing the  Juvenile  Court  when  summoned,  and  presenting  cases;  and  to  perform 
related  clerical  and  other  work  as  required. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  and 
by  a  course  In  a  recognized  school  of  social  work ;  not  less  than  two  years'  suc- 
cessful experience  in  social  work;  tact  and  good  judgment;  and  supervisory 
ability. 

Principal  Lines  of  Promotion 

From:  Investigator,  Board  of  Children's  Guardians — District  of  Columbia. 
To :  Executive  Secretary,  Board  of  Children's  Guardians — District  of  Columbia. 

Compensation  for  Class 

Annual:  $2O40-$21OO-|228O-424OO 


TiTT^  OF  Cr^ss : 

EXECUTIVE  SECRETARY,  BOARD  OF  CHILDREN'S  GUARDIANS- 
DISTRICT  OF  COLUMBIA 

Specifications  of  Class  \   i  2,  \ 

Dnties:  i-  •  ^  J^ 

To  be  responsible  to  the  Board  of  Children's  Guardians  of  the  District  of 
Columbia  for  the  care  and  custody  of  all  children  committed  to  the  Board ;  to 
provide  for  their  proper  care,  education,  and  training  for  usefulness;  to  act 
as  curator  of  the  estates  of  wards  of  the  Board  who  have  property ;  to  initiate 
or  cooperate  with  movements  for  the  betterment  of  child  life  in  the  community ; 
to  address  meetings;  to  organize  and  train  outside  groups  for  work  among 
children ;  to  train  and  supervise  field  and  office  employees ;  and  to  perform  other 
related  work. 

Qnalifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  and  by  a  course  in  a  recognized  school  of 
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social  work;  not  less  than  three  years*  successfal  experience  in  social  work, 
including  at  least  one  year  in  an  administrative  capacity ;  tact  and  good  Judg- 
ment 

Principal  Lines  of  Promotion 

From :  Chief  Investigator,  Board  of  Children's  Guardians,  District  of  Columbia. 

Compensation  for  Oass 

Annual:  $3120~$33e(>-¥3e00 

TriLE  OF  Class  : 

SUPERINTENDENT,  HOME  FOR  THE  AGED  AND  INFKM 

Specifications  of  Class  1  723 

Duties: 

To  be  responsible  to  the  Secretary  of  the  Board  of  Charities  for  the  adminis- 
tration of  the  Home  for  the  Aged  and  Infirm,  including  the  supervision  of  em- 
ployees and  Inmates,  the  custody  of  property,  and  the  direction  of  farm, 
garden,  and  other  activities ;  to  be  responsible  for  expenditures  and  the  keeping 
of  records ;  to  make  reports ;  and  to  perform  other  related  worlc 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years'  experience  in  institutional  or  social  work;  some  ex- 
perience in  agriculture ;  administrative  ability,  good  judgment,  and  tact 

Compensation  for  Class 

Annual:  $180(>-$1920-^20i0-|2160 


Title  of  Class  : 

SUPERINTENDENT,  MUNICIPAL  LODGING  HOUSE 

Specifications  of  Class  1723 

Duties: 

To  be  responsible  to  the  Secretary  of  the  Board  of  Charities  for  the 
administration  of  the  Municipal  Lodging  House,  including  the  supervision  of 
employees  and  inmates  and  the  custody  of  property;  to  be  responsible  for 
expenditures ;  to  keep  records  and  make  reports ;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  responsible  experience  in  institutional  or  social  work ; 
administrative  ability ;  good  judgment  and  tact. 

Compensation  for  Class 

Annnal:  $1440-91500-^1680 


/7Ay   -   /yrtJ- 
43.  THE  STATISTICAL  SERVICE 


TKx9  service  includes  classes  of  positions  the  duties  of  which  are  to  supervise 
or  to  perform  scientific  work  in  connection  toith  the  collection,  classiftoa- 
tion,  analysis,  and  interpretation  of  numerical  data  relating  to  eoo^ 
nomic,  social,  or  other  phenomena,  or  to  supervise  or  to  perform  statistical, 
clerical,  or  mechanical  tabulating  work,  such  as  editing  and  examining 
schedules  and  questionnaires,  applying  statistical  formuUe  and  computing 
ratios,  preparing  statistical  graphs,  coding  and  verifying,  or  operating  jmncA* 
ing,  verifying,  sorting,  or  taht^kiting  machines. 

Mechanical  Tabulation  : 

AnartliMr  BfadiiiM  Operator 

Tkbalatliis  Mftchlne  Operator 

General  Tabalatiiiv  Machine  Operator 

Saperriaor,  Tabolatinv  or  Aasortins  Machine  Section  (Gronp) 

Mechanical  Tahnlatlen  Examiner  (Gronp) 

Snperrleor  Mechanical  Tabvlatton  RTamlnhtg  Section  (Granp) 

Principal  Mechanical  Tabnlator 

Chief  Mechanical  Tabnlator 

--X^ard  Pnnch  Operator 
Saperrleor,  Card  Panchlnv  Section  (Gronp) 
Special  Card  Pnnch  Operator 
Snporriaor,  Special  Card  Punching  Section  (Gionp) 

Medutnlcal  Tkhnlatlon  Coder 

Special  Mechanical  Tiabnlation  Coder 

Saperrieor,  Mechanical  Tabulation  Coding  Seetton  (Gronp) 

Jnnlor  Medutnical  Tabnlation  Filo  Cloi^ 
Snperrleor,  Mechanical  Tabnlation  File  Section 
Special  Mechanical  Tabnlatlen  File  Clerk 
Snperrleor,  Special  Mechanical  Tabnlation  PDo  SectloM 

Statistical  Clbbical  Work  : 

Under  Statlatlcal  Clerfc 

Jnnlor  Stotielical  Clerk 

Senior  Statlatlcal  Clerk  (Gronp) 

Principal  Statlatlcal  Clerk  (Gronp) 

Head  Statistical  Clei^  (Gronp) 

Chief  Statistical  Clerk  (Gronp) 

Statistical  Science  : 

Jnnlor  Statistician 
Assistant  Statistician 
Asflodato  Statlstldan 
Statistician  (Gronp) 
Senior  Statistician  (Gronp) 

Director  of  tiie  Censna 


MECHANICAL  TABUI^TION 


Title  of  Class  : 

ASSORTING  MACHINE  OPERATOR 

Specifications  of  Class 

Duties: 

Under  superrlslon,  to  operate  an  assorting  machine ;  and  accurately  to  perform 
incidental  work  in  connection  witli  meclianical  tabulation  worlt,  such  as  the 
verification  of  assorting  and  the  stacliing  or  filing  of  the  cards. 

815 


1724 
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Name  of  Gboxtp  of  Glasses  : 

SUPERVISOR,  MECHANICAL  TABULATION  EXAMINING  SECTION 

Title  of  Typical  Class  in  Gbottp  : 

Supervisor,  Mechanical  Tabulation  Examining  Section  (Office  of  Auditmr  far 
Post  Office  Department) 

Specifications  of  Oasses  in  Group  1720 

Duties: 

Under  supervision,  to  work  with  and  direct  a  group  of  Mechanical  Tabulation 
Examiners;  to  distribute  work;  to  keep  work  records  and,  in  some  cases,  to 
keep  efficiency  records ;  to  instruct  employees ;  and  to  perform  related  work  as 
required.  • 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
general  clerical  ability ;  general  knowledge  of  mechanical  tabulation  equipmoit ; 
and  supervisory  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  knowledge  of  the  subject  matter  involved  In  the 
organization  in  which  the  work  is  performed,  as  indicated  by  the  title  of  that 

class. 

Principal  Lines  of  Promotion 

From :  Mechanical  Tabulation  Examiner. 
To :  Principal  Mechanical  Tabulator. 

Compensation  for  Classes  in  Group 

Annual:  $180(M1020^2040-|2ieo 


TiTLB  OF  Class  : 

PRINCIPAL  MECHANICAL  TABULATOR 

Specifications  of  Class  1/30 

Duties: 

Under  general  supervision,  to  manage  and  to  operate  a  small  mechanical 
tabulating  organization,  or  to  assist  in  the  management  of  a  large  one ;  to  plan 
the  flow  of  work,  division  of  labor,  and  order  of  machine  runs ;  to  advise,  as  one 
thoroughly  familiar  with  the  machines,  in  the  designing  of  punch  cards,  codes, 
tabulation  sheets,  and  working  plans;  to  instruct  employees  in  the  use  of  the 
machines;  to  report  to  a  superior  in  respect  to  questions  of  personnel  adminis- 
tration ;  to  make  out  prescribed  forms  regarding  progress  of  work,  efficiency  of 
employees,  and  time ;  to  audit  tabulations  to  determine  the  accuracy  and  con- 
sistency of  the  work  of  the  tabulating  organization;  to  be  responsible  for  the 
accuracy  of  the  tabulations  and,  also,  subject  to  an  official  superior's  control, 
for  the  quality  and  quantity  of  the  output  and  the  working  conditions  in  the 
organization ;  and  to  perform  other  related  work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  five  years'  experience  in  a  mechanical  tabulating  organization, 
including  the  verification  or  audit  of  the  work ;  thorough  knowledge  of  punching, 
sorting,  and  tabulating  machines  and  their  use ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Supervisor  of  one  of  the  following  Mechanical  Tabulation  Sections: 
(1)  Examining,  (2)  Coding,  (3)  Punching,  (4)  Sorting,  (5)  Tabulating,  or 

^  (6)  Filing;  Mechanical  Tabulation  Examiner;  General  Tabulating  Machine 
Operator. 

To :  Chief  Mechanical  Tabulator. 

Compensation  for  Class 

Annua?!^198M210a-|2220>$2a40 
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Title  of  Glass: 

CHIEF  MECHANICAL  TABULATOR 

Specifications  of  Class  ^  •  Ox 

DntiM: 

Under  direction,  to  organize  or  to  manage  a  large  mechanical  tabulating 
organization ;  to  plan  the  flow  of  work,  division  of  labor,  and  order  of  machine 
runs ;  to  design  punch  cards,  codes,  and  tabulation  sheets,  or  to  advise  as  a 
tabulating  machine  expert  In  respect  to  their  design;  to  instruct  employees  in 
the  use  of  the  machines ;  to  determine  matters  of  personnel  administration ;  to 
prepare  or  to  direct  the  preparation  of  work  records,  progress  reports,  efficiency 
ratings,  and  time  reports ;  to  plan  filing  systems  for  punched  cards ;  to  examine 
tabulations  to  determine  their  accuracy  and  consistency;  to  be  responsible  for 
the  quality  and  quantity  of  the  output  and  for  the  working  conditions  in  the 
organization ;  and  to  perform  other  related  work. 

Qmdificmtioiis: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  live  years'  experience  in  a  mechanical  tabulating  organization, 
including  the  verification  or  audit  of  the  work  and  the  supervision  of  em- 
ployees: thorough  knowledge  of  puhching,  sorting,  and  tabulating  machines 
and  their  use ;  and  administrative  ability. 

Principal  Lines  of  Promotion 

From :  Principal  Mechanical  Tabulator. 

Compensation  for  Class 

Annual :  $240(M2520-n$264M27e0 


Title  of  Class  : 

CARD  PUNCH  OPERATOR 

Speeificationfl  of  Class  i  r;  o  o 

Duties:  14  0^ 

Under  immediate  supervision,  to  operate  a  card  punching  machine,  or  a 
verifying  machine  similar  to  a  punching  machine,  In  a  mechanical  tabulating 
system,  where  the  work  consists  of  the  simple  punching  of  numbers  from  a 
schedule,  code,  card,  record,  or  other  written  or  printed  document,  whether  the 
numbers  have  been  supplied  by  codes  or  are  part  of  the  original  record;  and 
to  perform  related  work  as  required. 

Qoalifications: 

Common-school  education;  ability  to  operate  a  card-punching  machine  rap- 
idly and  accurately;  clerical  aptitude;  nerve  endurance;  and  ability  to  con- 
centrate and  to  withstand  noise. 

Principal  Lines  of  Promotion 

To :  Supervisor,  Card  Punching  Section ;  Special  Card  Punch  Operator. 

Compensation  for  Class 

Annual:  $1200-41260-|1820 

Name  of  Gbouf  of  Classes: 

SUPERVISOR,  CARD  PUNCHING  SECTION 

Titles  of  Typical  Classes  in  Gboup: 

Snperrisor,  Card  Punching  Section  (Bureau  of  the  Census) 
Snperrisor,  Card  Punching  Section  (Bureau  of  Markets) 
Supervisor,  Card  Punching  Section  (Bureau  of  War  Risk  Insurance) 

Specifications  of  Classes  in  Group 
Duties:  1  ^  Q  9 

Under  directiofi,  to  supervise  a  group  of  card  punching  machine  ctefmw;  to 
distribute  work  and  keep  work  records  and,  in  some  cases,  to  keep  data  for 
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« 

efficiency  records;  to  instruct  employees;  to  make  minor  adjustments  on  tiie 
machines ;  to  punch  cards ;  and  to  perform  otlier  related  work. 

Common  Qualifications: 

Common-school  edi^catlon;  some  exi)erlence  as  a  punching  machine  operator; 
and  supervisory  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  working  knowledge  of  the  subject-matter  In- 
volved in  the  office  in  which  the  work  is  performed,  as  indicated  by  the  title 
of  that  class. 

Principal  Lines  of  Promotion 

From:  Card  Punch  Operator. 

To:   Supervisor,  Special  Card  Punching  Section,  Coding  Section,  Tabulation 
Section,  or  Sorting  Section;  Principal  Mechanical  Tabulator. 

Compensation  for  Classes  in  Group 

Annual:  $1560-$162(>-$1680* 

Title  of  Cij^ss: 

SPECIAL  CARD  PUNCH  OPERATOR 

Specifications  of  Class  1  f  O  4 

Duties: 

Under  supervision,  to  exercise  statistical  discrimination  or  Judgment  in 
connection  with  the  operation  of  a  card  punching  machine  or  a  verifying  ma- 
chine similar  to  a  punching  machine,  in  a  mechanical  tabulation  system  where 
the  work  requires  the  operator  to  carry  codes  and  classifications  in  mind,  and 
to  acquire  and  apply  thorough  knowledge  of  the  subject  matter;  and  to  per- 
form related  work  as  required. 

Qualificmtions: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
preferably  some  experience  in  the  use  of  a  punching  machine;  clerical  aptitude; 
mental  alertness;  dexterity;  nerve  endurance;  and  ability  to  withstand  noise. 

Principal  Lines  of  Promotion 

From:  Card  Punch  Operator. 

To:  Supervisor,  Special  Card  Punching  Section. 

Compensation  for  Class 

Annual:  $132(M138(M1440 

Name  of  Gbotjp  of  Giasses  : 

SUPERVISOR,  SPECIAL  CARD  PUNCHING  SECTION        |  7  q  r 

Title  of  Typical  Class  in  Group :  I  9  OO 

Supervisor,  Special  Card  Punching  Section  (Bureau  of  War  Risk  Insnnntie) 

Specifications  of  Classes  in  Group 
Duties: 

Under  direction,  to  exercise  statistical  discrimination  or  Judgment  In  t^ 
supervision  of  a  group  of  special  punchirg  machine  operators  required 
carry  codes  and  classificatiops  in  mind;  to  distribute  work;  to  keep  woi 
records  and,  in  some  cases,  to  keep  data  for  efficiency  records;  to  instruct  ei 
ployees;  to  make  minor  adjustmeiits  on  the  machines;  and  to  perform  othj 
related  work. 

Common  Qualifications:  jl 

Training  equivalent  to  that  represented  by  graduation  from  high  scho'  .i\ 
experience  as  a  punching  machine  operator;  and  general  clerical  and  sur  )er- 
visoty  ability.  • 
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Special  Qualifications: 

For  each  class  in  the  group,  thorough  clerical  knowledge  of  the  subject  mat- 
ter Involved  in  the  office  in  which  the  work  is  performed,  as  indicated  by  the 
title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Special  Card  Punch  Operator. 

To:    Mechanical   Tabulation    Examiner;    Supervisor,    Mechanical   Tabulation 
Ck)dlng  Section ;  Principal  Mechanical  Tabulator. 

Compensation  for  Classes  in  Gronp 

Annual:  $1620^168a41740-$1800 


173G 


Tttle  of  Class  : 

MECHANICAL  TABULATION  CODER 

Specificmtions  of  Class 
Duties: 

Under  supervision,  to  symbolize  schedules,  questionnaires,  reports,  or  other 
papers  or  documents  accordirg  to  a  simple  numerical  code  to  be  used  in 
punching,  where  the  work  requires  little  exercise  of  memory,  knowledge  of  the 
subject  matter,  or  statistical  discrimination  or  judgment;  and  to  perform 
related  work  as  required. 

Qulificmtions: 

Common-school  education;  clerical  aptitude;  mental  alertness;  rapidity  and 
accuracy  in  writing  figures. 

Principal  Lines  of  Promotion 

To :  Special  Mechanical  Tabulation  Coder. 

Compensation  for  Class 

Annual:  $1200-|1260-fl320 


1737 


Tttlk  of  Class  : 

SPECIAL  MECHANICAL  TABULATION  CODER 

Specifications  of  Class 
Dnties: 

Under  direction,  to  exercise  statistical  discrimination  or  Judgment  in  con- 
nection with  the  symbolizing  of  schedules,  questionnaires,  reports,  or  other 
papers  or  documents,  according  to  a  numerical  code  to  be  used  in  punching, 
where  the  work  requires  the  operator  to  carry  codes  and  classifications  In 
mind  and  to  acquire  and  apply  thorough  clerical  knowledge  of  the  subject  mat- 
ter Involved ;  and  to  perform  related  work  as  required. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  six  months'  successful  experience  as  a  statistical  clerk  or  one 
year's  experience  as  a  mechanical  tabulation  coder;  general  clerical  ability; 
mental  alertness;  retentive  memory;  rapidity  and  accuracy  in  writing  figures. 

Principal  Lines  of  Promotion 

From:  Mechanical  Tabulation  Coder. 

To:  Supervisor,  Mechanical  Tabulation  Coding  Section. 

Compensation  for  Class 
Annual :  n8a04188(>-91440 
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Name  of  Gboup  of  Classes  : 

SUPERVISOR,  MECHANICAL  TABULATION  CODING  SECTION 

Titles  of  Typical  Classes  in  Geoup  : 

Supervisor,  Mechanical  Tabulation  Coding  Section  (Actuarial  Division,  Bu- 
reau of  War  Risk  Insurance) 

Supervisor,  Mechanical  Tabulation  Coding  Section  (Office  of  Surgeon  Gen- 
eral of  the  Army) 

Supervisor,  Mechanical  Tabulation  Coding  Section  (Income  Tax  Unit,  Bu- 
reau of  Internal  Revenue) 

Specifications  of  Classes  in  Group  1  f  OO 

Duties: 

Under  supervision,  to  work  with  and  direct  a  group  of  coders;  to  distribute 
work ;  to  keep  data  to  be  used  in  connection  with  efficiency  records  and  progress 
reports;  to  instruct  employees;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
successful  experience  as  a  coder;  and  general  clerical  and  supervisory  ability. 

Special  Qualifications: 

For  each  class  in  the  group,  working  knowledge  of  the  subject  matter  involved 
in  the  organization  in  which  the  work  is  performed,  as  Indicated  by  the  tltie 
of  that  class. 

Principal  Lines  of  Promotion 

From:  Mechanical  Tabulation  Coder. 
To:  Principal  Mechanical  Tabulator. 

Compensation  for  Classes  in  Group 

Annual:  $1560-fl62Ml680 


Title  of  Class  : 

TOVTOR  MECHANICAL  TABULATION  FILE  CLERK 

Specifications  of  C^lass  1  7  !^  Q 

Duties:  J-  •  O  t» 

Under  supervision,  to  file  mechanical  tabulation  punch  cards  where  the  work 
requires  merely  the  ability  to  read  or  to  follow  the  card;  and  to  perform 
rein  tod  work  as  required. 

Qualifications: 

Cc»mmon-school  education;  experience  as  a  Card  Punch  Operator  or  a 
Coder;  clerical  aptitude;  mental  alertness;  and  a  retentive  memory. 

Principal  Lines  of  Promotion 

To :  Special  Mechanical  Tabulation  File  Clerk. 

Compensation  for  Class 
Annual:  $114(>-$1200-41260 


Title  of  Class: 

SUPERVISOR,  MECHANICAL  TABULATION  FILE  SECTION 

Specifications  of  Class  1/40 

Duties: 

Under  direction,  to  supervise  a  group  of  mechanical  tabulation  file  clerks; 
to  assipn  work ;  to  instruct  employees ;  and  to  perform  related  work  as  required. 

Qualifications: 

Common-school  education ;  some  experience  as  a  Mechanical  Tabulation  File 
Clerk;  and  supervisory  ability. 
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Principal  Lines  of  Promotion 

From :  Janior  Mechanical  Tabulation  File  Clerk. 
To:  Principal  Mechanical  Tabulator. 

Compensation  for  Class 

Annual:  |1560-n020-|1680 


Title  of  Class: 

SPECIAL  MECHANICAL  TABULATION  FILE  CLERK 

Specifications  of  Class  1  •  4  1 

Duties: 

Under  supervision,  to  file  mechanical  tabulation  punch  cards  where  the  work 
requires  the  clerk  to  carry  codes  and  classifications  in  mind  and  to  acquire 
and  apply  clerical  knowledge  of  the  subject  matter;  and  to  perform  related 
work  as  required. 

Qoaiificationa: 

Common-school  education;  experience  as  a  Card  Punch  Operator,  a  Coder, 
or  a  Junior  Mechanical  Tabulation  File  Clerk;  general  clerical  ability;  and  a 
retentive  memory  for  figures. 

Principal  Lines  of  Promotion 

From :  Junior  Mechanical  Tabulation  File  Clerk. 

Compensation  for  Class 
Annual:  $ia2(>-¥1380^1440 


Ttttjc  of  Class  : 

SUPERVISOR,  SPECIAL  MECHANICAL  TABULATION  FILE  SECTION 

Specifications  of  Class  1  I  4  ^ 

Daties: 

Under  direction,  to  supervise  a  group  of  Special  Mechanical  Tabulation  File 
Clerks;  to  assign  work;  to  instruct  employees;  and  to  perform  related  work 
as  required. 

Qnalifications: 

Common-school  education ;  experience  as  a  Special  Mechanical  Tabulation  File 
Clerk ;  and  supervisory  ability. 

Principal  Lines  of  Promotion 

From :  Special  Mechanical  Tabulation  File  Clerk. 
To :  Principal  Mechanical  Tabulator. 

Compensation  for  Class 

Annual:  $1660-^1020-41680 

STATISTICAL  CLERICAL  WORK 


Title  of  Class  : 

UNDER  STATISJ'ICAL  CLERK 

Specifications  of  Class  1  i  4  O 

Duties: 

Under  immediate  supervision,  to  perform  the  simplest,  most  routine  statisti- 
cal clerical  work  and  related  work  as  required. 

Examples :  Copying  figures  from  reports  and  documents  to  tabulation  sheets ; 
sorting  and  counting  schedules;  makiDg  simple  tabulations  that  require  no 
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knowledge  of  the  subject  matter,  but  merely  the  following  of  simple  instruc- 
tions; adding  figures  mentally  or  by  use  of  adding  machines;  under  instruct 
tion,  computing  by  hand  or  by  the  use  of  computing  machines. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
from  a  commercial  school  of  recognized  standing ;  neatness  in  preparing  papers ; 
legible  penmanship;  and  rapidity  and  accuracy  in  arithmetic,  writing,  and 
figure  copying. 

Principal  Lines  of  Promotion 

To :  Junior  Statistical  Clerk. 

Compensation  for  Class 

Annual:  |1200-$1320-$1380 


Title  of  Class  : 

JUNIOR  STATISTICAL  CLERK  I  74i 

Specifications  of  Class 
Duties: 

Under  immediate  superylslon,  to  perform  simple  statistical  clerical  work  and 
related  work  as  required. 

Examples:  Examining  simple  rei>orts  or  schedules  to  determine  their  accu- 
racy and  completeness,  and  preparing  them  for  tabulation;  making  computa- 
tions by  hand  or  by  machine  that  require  familiarity  with  the  ordinary  sta- 
tistical averages ;  verifying,  copying  and  making  simple  computations  when  the 
work  is  routine  and  Involves  no  selection  and  no  statistical  Judgment;  pre- 
paring simple  graphs  from  dummies  or  rough  draft  with  such  neatness,  clear- 
ness, and  accuracy  that  they  may  be  "photostatted"  and  the  reproductions 
distributed  for  use  outside  the  ofllce. 

Qoaliflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school  or 
from  a  commercial  school  of  recognized  standing;  not  less  than  six  months' 
experience  in  statistical  clerical  work,  or  the  successful  completion  of  an  ele- 
mentary course  In  statistical  methods  in  an  institution  of  recognized  standing; 
familiarity  with  the  ordinary  statistical  averages  and  the  methods  of  deriving 
them;  familiarity  with  adding,  computing  and  tabulating  machines,  and  other 
ordinary  labor-saving  devices  used  in  statistical  clerical  work;  accuracy  and 
rapidity  in  arithmetic  and  figure  copying ;  neatness  In  preparing  papers ;  legible 
and  rapid  penmanship  and  statistical  Integrity. 

Principal  Lines  of  Promotion 

From :  Under  Statistical  Clerk. 
To :  Senior  Statistical  Clerk. 

Compensation  for  Class 

Annual:  $1440-$150a-|15e0 


Name  of  Gboup  of  Classes  : 
SENIOR  STATISTICAL  CLERK 

Titles  of  Typical  Classes  in  Group  : 

Senior  Statistical  Clerk  (Agricultore) 

Senior  Statistical  Clerk  (Finance)  1  ^  t  ^ 

Senior  Statistical  Clerk  (Transportation)  1  f  4  0 

Specifications  of  Classes  in  Group 
Duties: 

Under  supervision,  to  perform  one  or  more  of  the  following  functions: — (1) 
to  supervise  a  small  statistical  clerical  subdivision  .x>erforming  a  single  pro* 
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cess  or  group  of  simple  related  processes,  according  to  general  plans  and  In- 
stnictlons  laid  down  by  an  official  superior;  (2)  to  perform  statistical  clerical 
work  demanding  a  knowledge  of  the  subject  matter  and  the  exercise  of 
statistical  Judgment ; — and  to  perform  other  related  work. 

Examples:  Examining  complicated  reports,  schedules,  and  other  papers  to 
determine  their  accuracy  and  to  prepare  them  for  tabulation;  making,  inde- 
pendently, ordinary  computations  of  averages,  medians,  and  rates,  including, 
when  necessary,  the  use  of  computing  machines;  verifying  tables  where  the 
process  requires  not  only  checking  the  accuracy  of  the  copying  and  compiling 
of  the  figure,  but  their  proper  selection,  combination,  and  tabulation. 

Common  Qualiflcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  two  years*  experience  in  statistical  clerical  work,  or  one  year's 
such  experience  and  the  completion  of  an  elementary  course  in  statistical 
methods  in  an  institution  of  recognized  standing;  familiarity  with  adding, 
computing,  and  tabulating  machines,  slide  rules,  and  other  labor-saving  de- 
vices used  in  statistical  clerical  work;  ability  to  plan  ordinary  table  forms 
and  to  write  explanatory  notes;  accuracy,  neatness,  rapidity,  and  mental 
alertness. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  clerical  knowledge  of  the  subject  mat- 
ter to  which  the  statistics  involved  relate,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From:  Junior  Statistical  Clerk. 
To :  Principal  Statistical  Clerk. 

Compensation  for  Classefl  in  Group 

Annual : .  $1620-^1680-¥1740-n$1600 


Nake  of  Group  of  Classes  : 

PRINCIPAL  STATISTICAL  CLERK 

Titles  of  Typical  Classes  in  Group  : 

Principal  SUtistical  Clerk  {Agriculture) 

Principal  SUtistical  Clerk  (Finance) 

Principal  Statistical  Clerk  (Transportation)  f  7zi.r 

Specifications  of  Classes  in  Group 
Duties: 

Under  general  supervision,  to  perform  one  or  more  of  the  following  func- 
tions:— (1)  to  supervise  a  large  statistical  clerical  subdivision  performing  a  sin- 
gle process  or  group  of  simple  related  processes,  according  to  general  plans  and 
instructions  laid  down  by  an  official  superior;  (2)  to  supervise  a  small  sta- 
tistical clerical  organization,  being  responsible  for  the  quantity  and  quality 
of  the  output,  flow  of  work,  and  other  matters;  (3)  to  perform  statistical 
clerical  work  demanding  a  thorough  clerical  knowledge  of  a  difficult  or  compli- 
cated subject  matter  and  the  exercise  of  mature  statistical  Judgment; — ^and  to 
perform  other  related  work. 

Examples:  Examining  exceptionally  difficult  and  complex  schedules  to  de- 
termine their  completeness  and  accuracy  and  to  prepare  them  for  tabulation; 
making,  independently,  Involved  statistical  compilations  requiring  a  thorough 
understanding  of  the  formulae  employed  and  ability  to  use  computing  ma- 
chines, computing  tables,  and  other  devices ;  preparing  well-designed  tables  and 
graphs  upon  receipt  of  a  broad  request  which  merely  indicates  roughly  what 
to  wanted  and  where  the  data  may  be  obtained,  and  leaves  to  the  statistical 
clerk  the  finding  of  the  precise  location  of  the  data,  the  development  of  the 
scheme  for  drawing  them  off,  the  designing  of  the  forms  and  the  graphs,  the 
writing  of  titles,  headings  and  explanatory  notes,  and  the  introduction  of  ap- 
propriate ratios. 
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Common  QuaMcations: 

Training  equivalent  to  that  represented  by  graduation  from  high  school; 
not  less  than  three  years*  experience  in  statistical  work  of  a  high  order;  fa- 
miliarity with  the  ordinary  statistical  averages  and  the  methods  of  deriving 
them;  familiarity  with,  and  ability  to  use,  adding,  computing,  and  tabulating 
machines,  slide  rules,  and  other  labor-saving  devices  used  in  statistical  clerical 
work;  ability  to  plan  workmanlike  tables,  forms,  graphs  and  working  forms, 
and  to  write  titles  and  explanatory  notes ;  technical  skill  or  supervisory  ability ; 
and  good  Judgment. 

Special  Qualifications: 

For  each  class  In  the  group,  thorough  clerical  knowledge  of  the  subject  mat- 
ter to  which  the  statistics  involved  relate,  as  indicated  by  the  title  of  that 
class. 

Principal  Lines  of  Promotion 

From :  Senior  Statistical  Clerk. 

To :  Chief  Statistical  Clerk ;  Head  Statistical  Clerk. 

Compensation  for  Classes  in  Group 

Annual:  $198(H(2100-$2220'$2340 


Name  of  Group  of  Classes  : 
HEAD  STATISTICAL  CLERK 

TrrLES  OF  Typical  Classes  in  Group  : 

Head  Statistical  Clerk  (Cotton  Production) 

Head  Statistical  Clerk  (Transportation) 

Head  SUtistical  Cleric  (ViUl  SUtistics)  ^ 

Specifications  of  Classes  in  Gronp  1  f  4  ' 

Duties: 

Under  general  direction,  to  organize  or  to  manage  a  medium-sized  statistical 
clerical  or  field  organization ;  to  be  responsible  for  the  statistical  output,  both  as 
to  quantity  and  accuracy ;  to  determine  the  divisions  of  labor  within  the  organi- 
zation ;  to  lay  out  an  appropriate  flow  of  work  through  the  different  processes 
involved ;  to  select  or  to  advise  in  the  selection  of  adding,  computing,  and  tabu- 
lating machines;  to  devise  suitable  schedules,  work  forms,  and  tabulation 
papers ;  to  keep  or  to  direct  the  keeping  of  work  papers,  schedules,  tabulation 
papers,  progress  reports,  and  other  records  incidental  to  the  managem^it  of 
such  organization;  to  make  recommendations  in  matters  of  personnel  admin- 
istration arising  within  the  organization ;  and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years*  experience  in  statistical  clerical  work  of  a  high  order, 
at  least  two  years  of  which  shall  have  been  in  a  responsible  supervisory  position ; 
proven  capacity  for  organizing  and  managing  a  statistical  clerical  or  field  force; 
thorough  knowledge  of  modern  statistical  clerical  methods  and  practice ;  famil- 
iarity with  adding,  computing,  and  tabulating  machines,  slide  rules,  and  other 
labor-saving  devices  used  In  statistical  clerical  work;  familiarity  with  the  or- 
dinary statistical  averages  and  the  methods  of  derving  them ;  and  ability  to  plan 
workmanlike  schedules,  table  forms,  graphs,  and  working  papers,  to  write  titles 
and  explanatory  notes,  and  to  prepare  administrative  reports. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  clerical  knowledge  of  the  subject  mat- 
ter to  which  the  statistics  involved  relate,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Principal  Statistical  Clerk. 
To :  Chief  Statistical  Clerk. 

Compensation  for  Classes  in  Gronp 

Annual:  |2400-42520-|264(>-^2760 
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I^AME  OF  6BOX7P  OF  OLASSXS  : 

CHIEF  STATISTICAL  CLERK 

Titles  of  Ttpical  Classes  in  Gboup  : 

Chief  SUtistical  Clerk  (Agricnltuie) 

Chief  Statistical  Clerk  (Foreign  Commerce)  1  7J  k! 

Chief  SUtistical  Cleric  (ViUl  SUtiatics)  i  I  "t  O 

Spedficationa  of  Classes  in  Group 
Duties: 

Under  general  direction,  to  organize  or  to  manage  a  large  and  important 
statistical  clerical  or  field  organization;  to  be  fully  responsible  for  the  statis- 
tical output,  both  as  to  quantity  and  accuracy;  to  determine  the  division  of 
labor  within  the  organization ;  to  lay  out  an  appropriate  flow  of  work  through 
the  different  processes  involved ;  to  select  or  to  advise  in  the  selection  of  add- 
ing, computing,  and  tabulating  machines;  to  devise  suitable  schedules,  work 
forms,  and  tabulation  papers ;  to  keep  or  to  direct  the  keeping  of  work  papers, 
schedules,  tabulation  papers,  progress  reports,  efilciency  reports,  and  other 
records  incidental  to  the  management  of  such  an  organization ;  to  make  recom- 
mendations in  matters  of  personnel  administration  arising  within  the  organiza- 
tions; and  to  perform  other  related  work. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  from  high  school ;  not 
less  than  five  years'  experience  in  statistical  clerical  work  of  a  high  order,  at 
least  two  years  of  which  shall  have  been  in  a  responsible  position  requiring 
the  immediate  supervision  and  direction  of  a  statistical  clerical  unit  engaged 
in  varied  statistical  clerical  work,  or  a  larger  statistical  clerical  unit  engaged 
In  simple  or  routine  statistical  clerical  processes ;  proven  capacity  for  organizing 
and  managing  a  statistical  clerical  or  field  force;  thorough  knowledge  of 
modem  statistical  clerical  methods  and  practice;  familiarity  with  adding, 
computing,  and  tabulating  machines,  slide  rules,  and  other  labor-saving  de- 
vices used  in  statistical  clerical  work ;  familiarity  with  the  ordinary  statistical 
clerical  work ;  familiarity  with  the  ordinary  statistical  averages  and  the  methods 
of  deriving  them;  and  ability  to  plan  workmanlike  schedules,  table  forms, 
graphs,  and  working  papers,  to  write  titles  and  explanatory  notes,  and  to 
prepare  administrative  reports,  memoranda,  and  similar  papers. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  clerical  knowledge  of  the  subject  mat- 
ter to  whidi  the  statistics  involved  relate,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From :  Head  Statistical  Clerk ;  Principal  Statistical  Clerk. 

Compensation  for  Classes  in  Group 
Annual:  $282M294(>-$3060 


STATISTICAL  SCIENCE 


Title  of  Class  : 

JUNIOR  STATISTICIAN  1  7  1  ( 1 

Specifications  of  Class  ^  <  4  J 

Duties: 

Under  immediate  supervision,  to  assist  in  minor  statistical  inquiries  or 
parts  of  major  Inquiries  requiring  a  working  knowledge  of  the  theory  of  statistics 
and  an  elementary  knowledge  of  the  social  sciences,  or  to  perform  simple 
statistical  research  work  not  requiring  long  continued  study  before  results  are 
produced;  to  assist  in  the  study  of  questions  of  organization,  management, 
technique,  and  methods  of  analysis  and  of  graphic  presentation;  and  to  per- 
form related  work  as  required. 
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Examples :  Editing  statistical  publications  for  form  and  sabstance ;  assisting 
statisticians  of  higher  rank  in  studies  of  the  form  of  presenting  material; 
writing  sections  of  reports;  gathering  statistical  material  from  foreign  publi- 
cation and  reports. 

Qoalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  fttxn 
an  institution  of  recognized  standing,  with  specialization,  amounting  to  at 
least  one  quarter  of  the  requirement  for  the  degree,  in  statistics,  economics, 
sociology,  or  other  social  sciences;  or,  in  lieu  of  such  specialization,  at  least 
one  year's  graduate  study  or  not  less  than  two  years'  experience  in  statistical, 
economic,  sociological,  or  other  social  research  or  investigation. 

Principal  Lines  of  Promotion 

To:  Assistant  Statistician. 

Compensation  for  Class 

Annual:  n800-¥1820^040-^160 


Tttlb  of  Glass  : 

ASSISTANT  STATISTICIAN  17^0 

Specifications  of  Class 
Duties: 

Under  general  supervision,  to  carry  on  minor  statistical  inquiries  or  parts 
of  major  inquiries,  requiring  a  good  knowledge  of  the  theory  of  statistics  and 
of  the  social  sciences;  to  perform  statistical  research  work  not  demanding  at 
the  outset  knowledge  of  the  subject  matter  dealt  with  or  to  study  questions 
of  organization,  management,  and  methods  of  analysis,  and  of  graphic  pre- 
sentation along  lines  suggested  by  a  superior  official;  and  to  perform  related 
work  as  required. 

Examples:  Analyzing  statistics  and  preparing  text  for  State  bulletins  on 
the  census  of  agriculture,  manufactures,  or  population,  or  for  bulletins  re- 
lating to  the  less  important  industries ;  compiling  and  analyzing'  data  submitted 
by  field  men  in  respect  to  the  cost  of  production  of  milk;  under  supervision, 
editing  statistical  publications  for  form  and  substance;  assisting  statisticians 
of  higher  rank  by  designing  table  forms  and  illustrative  diagrams,  by  writing 
titles,  foot  notes,  and  sections  of  reports,  or  statistical  woridng  memoranda 
and  papers. 

Qualifications: 

Training  equivalent  to'  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization,  equivalent  to  at  least 
one  quarter  of  the  requirement  for  the  degree.  In  the  field  of  economics, 
sociology,  political  science,  statistics,  or  other  related  Subjects;  not  less  than 
three  years'  successful  experience  in  statistical  inquiries  or  research,  or  at 
least  two  years'  graduate  study  in  the  social  science  field,  or  an  equivalent 
combination  of  the  two ;  and  capacity  for  original  research  and  for  the  prepara- 
tion of  reports,  as  shown  by  writings  and  reports. 

Principal  Lines  of  Promotion 

From:  Junior  Statistician. 
To:  Associate  Statistician. 

Compensation  for  Class 

Annual :  $240(>-$252O-$264<>-$276M288O-$3000 


Title  of  Class  : 
ASSOCIATE  STATISTICIAN 

Specifications  of  Class 
Duties: 

To  direct  minor  statistical  Inquiries  along  lines  already  established,  wherein 
matters  of  policy  regarding  organization  and  management  do  not  frequently 
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arise  or  are  decided  by  or  on  the  advice  of  an  administratlye  superior,  and 
where  the  technique  and  methods  of  analysis  have  been  standardized;  under 
general  direction,  to  supervise  the  conduct  of  a  minor  investigation  or  part 
of  a  major  investigation,  and  to  originate  and  suggest  to  administrative  supe- 
riors, plans  of  organization,  management,  technique,  and  methods  of  analysis; 
to  carry  on,  independently  or  with  assistants,  statistical  research  not  demand- 
ing at  the  outset  broad  and  intensive  knowledge  of  the  subject  or  related  sub- 
jects ;  and  to  perform  related  work  as  required. 

Examples:  Under  general  direction,  supervising  the  regular  collection  and 
tabulation  of  statistics,  and  analyzing  the  results  thereof  relating  to  union 
wages,  wholesale  prices,  or  to  the  production  of  cotton,  truck,  or  other  special 
crops;  planning  and  advising  in  respect  to,  and  analyzing  the  results  of,  cen- 
suses of  important  industries,  such  as  iron  and  steel,  or  textiles;  preparing 
statistical  memoranda  or  reports  or  sections  or  chapters  in  important  statis- 
tical publicatiors  involving  thorough  individual  research. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  and  by  at  least  three  years*  graduate 
study  in  the  field  of  economics,  sociology,  political  science,  statistics,  mathe- 
matics, or  other  related  subjects;  and  either  not  leas  than  two  years*  experi- 
ence in  statistics  or  related  social  sciences  or  success  in  independent  original 
statistical,  economic,  or  sociological  research  as  shown  by  writings  and  publi- 
cations. 

Principal  Lines  of  Promotion 

From :  Assistant  Statistician. 
To:  Statistician. 

Compensation  for  Class 

Annual:  $3240-$336(>-$3480-$3600-$3720^-3840 


Name  of  Group  of  Classes  : 

STATISTICIAN 

TiTuss  OF  Typical  Classes  in  Gboxtp  : 

Statistician  (Population) 

Statistician  (Tnmaportation) 

Statistician  (ViUl  SUtistics)  1753 

Specifications  of  Classes  in  Group 
Duties: 

To  perform  one  or  more  of  the  following  functions  in  the  prosecution  of 
important  scientific  statistical  work: — (1)  to  direct  minor  statistical  inquiries, 
Including  the  determination  of  matters  of  policy,  whether  relating  to  organiza- 
tion, management,  statistical  technique,  or  scientific  content  or  analysis;  (2)  to 
direct  major  statistical  inquiries  along  lines  already  established,  where  broad 
questions  of  policy  are  not  frequently  involved;  (3)  to  carry  on,  independently 
or  with  assistants,  original  statistical  research  requiring  the  development  and 
application  of  effective  methods  of  collecting,  tabulating,  or  analyzing  data, 
but  not  demanding  at  the  outset  the  possession  of  broad  knowledge  of  the  sub- 
ject matter;  (4)  to  serve  as  an  adviser  whose  suggestions  are  to  relate  to 
fundamental  matters  of  statistical  policy  or  Important  technical  or  scientific 
questions ; — and  to  perform  other  related  work. 

Examples:  Planning  and  supervising  the  regular  collection  and  tabulation 
of  statistics  and  analyzing  the  results  thereof  relating  to  education,  as  pub- 
lished by  the  Bureau  of  Education,  relating  to  foreign  commerce  as  published 
by  the  Bureau  of  Foreign  and  Domestic  Commerce,  or  relating  to  forest 
products  as  published  by  the  Forest  Service ;  planning,  supervising,  and  inter- 
preting the  strictly  statistical  portions  of  the  work  of  the  Children's  Bureau ; 
preparing,  independently,  comprehensive  and  thorough  statistical  research 
reports  regarding  the  foreign  born,  the  negroes,  the  .age  and  grade  distribution 
of  school  children,  port  and  harbor  facilities,  influenza,  or  pellagra. 
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Common  Qnalificatioiis: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  and  by  at  least  three  years'  graduate 
study  in  the  field  of  economics;  sociology,  political  science,  statistics,  mathe- 
matics, or  other  related  subjects;  not  less  than  four  years'  experience  In  the 
field  of  statistics  or  the  social  sciences ;  and  eltlier  successful  experience  in  the 
organization  and  management  of  statistical  inquiries  and  investigationa,  in- 
eluding  the  determination  of  the  scope  of  the  inquiries,  the  content  of  the  tables, 
the  methods  of  analysis,  and  the  preparation  of  the  reports,  or  successful 
experience  in  independent  research  in  the  general  field  in  which  the  position 
lies,  as  shown  by  writings  and  publications  and  reviews  of  them. 

Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  and  experience  in  the 
subject  matter  to  be  dealt  with  in  the  position  concerned,  as  indicated  by  the 
title  of  that  class. 


Principal  Lines  of  Promotion 

From :  Associate  Statistician. 
To:  Senior  Statistician. 

Compensation  for  Classes  in  Group 

Annual:  $414(>^432(M4500^4680-$486a-$5040 


Name  of  Gboup  of  Classics: 
SENIOR  STATISTICIAN 

Titles  of  Typical  Classes  in  Gbottp  : 

Senior  Statistician  (Population) 

Senior  Statistician  (Transportation) 

Senior  Statistician  (Vital  SUtistics)  1753 

Specifications  of  Classes  in  Group 
Duties: 

To  perform  one  or  more  of  the  following  functions  in  the  prosecution  of 
scientific  statistical  work  of  the  highest  order: — (1)  to  direct  major  statistical 
investigations,  including  the  determination  of  broad  matters  of  policy  relating 
to  organization,  management,  statistical  technique,  and  scientific  content  and 
analysis;  (2)  to  carry  on,  independently  or  with  assistants,  original  statistical 
research  requiring  at  its  Inception  broad  and  intensive  knowledge  of  statistical 
methods  or  science,  the  subjects  studied,  and  the  development  and  application 
of  effective  methods  of  collecting,  tabulating,  or  analyzing  data;  (3)  to  serve 
as  an  authoritative  adviser  whose  suggestions  are  to  relate  to  fundamental 
matters  of  statistical  policy  or  to  important  technical  or  scientific  questions  ;— 
and  to  perform  other  related  work. 

Examples:  Conducting  the  decennial  census  of  population  or  of  agriculture, 
the  quinquennial  census  of  manufactures,  or  the  statistical  work  of  the  Inter- 
state Commerce  Commission,  of  the  Bureau  of  Labor  Statistics,  or  of  the  Fed- 
eral Reserve  Board ;  serving  as  a  member  of  the  Census  Advisory  Committee ; 
carrying  out  comprehensive  statistical  research  work  in  price  fluctuations  or 
in  foreign  trade. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  and  by  at  least  three  years'  graduate  study  In 
the  field  of  economics,  sociology,  political  science,  statistics,  mathematics,  or 
other  related  subjects;  not  less  than  seven  years'  practical  experience  in  the 
field  of  statistics  or  the  social  sciences ;  successful  experience  in  the  organiza- 
tion and  management  of  Important  statistical  inquiries  and  investigations.  In- 
cluding the  determination  of  the  scope  of  the  inquiry,  the  content  of  tables,  the 
methods  of  analysis,  and  the  preparation  of  reports,  or  distinction  achieved 
in  independent  research  In  the  subject  to  be  investigated,  or  in  closely  related 
subjects,  as  shown  by  writings  and  publications  and  reviews  of  them. 
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Special  Qualifications: 

For  each  class  in  the  group,  specialization  in  training  and  experience  in  tlie 
subject  matter  to  be  dealt  with  in  the  position  concerned,  as  indicated  by  tlie 
title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Statistician. 

Compensation  for  Classes  in  Group 

•    •    • 


TrrLB  OF  Glass  :  I  ^  »,   . 

DIRECTOR  OF  THE  CENSUS  1  #  J  4: 

Specifications  of  Class 
Duties: 

To  direct  the  activities  of  the  Bnreau  of  the  Census;  to  exercise  general 
supervision  over  the  taking  of  the  decennial  censuses  of  population  and  of  agri- 
culture and  the  quinquennial  census  of  manufactures,  over  the  collection,  tabu- 
lation, and  analysis  of  the  annual  vital  statistics  of  States  and  cities,  the 
monthly  and  semimonthly  cotton  and  cotton-seed  statistics,  the  quarterly  to- 
bacco statistics,  and  the  numerous  other  special  statistical  inquiries  required 
by  law  or  by  Congress ;  to  supervise  the  business  administration  of  the  Bureau 
and  the  development  of  tabulating  machines;  and  to  perform  other  related 
work. 

Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  Institution  of  recognized  standing,  and  by  at  least  three  years'  graduate 
study  in  economics,  sociology,  political  science,  statistics,  mathematics,  or  re- 
lated subjects;  not  less  than  seven  years'  practical  experience  in  work  In  one 
or  more  of  these  subjects;  comprehensive  knowledge  of  modem  statistical 
methods  of  research  and  of  organization  and  management;  several  years'  suc- 
cessful experience  in  planning,  organizing,  and  managing  Important  statistical 
investigations;  and  proven  administrative  ability. 

Principal  Lines  of  Promotion 

From:  Senior  Statistician. 

Compensation  for  Class 

•    •    • 


44.  THE  TRANSLATING  SERVICE 


Thin  service  includes  classes  of  positions,  the  duties  of  which  are  to  make  or  to 
supervise  the  making  of  irxuitslations  of  foreign  languages,  or  to  search  or  ab- 
stract  matter  from  publications  in  foreign  languages, 

'  TrmnsUtor  AM  <6t««p) 
Jnnier  Translator  (Groap) 
8«iii»r  Tniulator  (Grmip) 
Prlndpml  Translator  (Grvup) 

Jnnlor  RsMarrii  Itttislator  (Gtovp) 
8«nfor  Rasaareh  Translator  (Grvnp) 
Pitedpal  Basaarck  Translator  (Gianp) 

Name  of  Gboup  of  Glasses  : 
TRANSLATOR  AID 

Titles  of  Typical  Glasses  is  Qboup  : 

Translator  Aid  (Frmch) 

Translator  Aid  (Spanisli) 

Translator  Aid  (Hebrew)  ' 

Translator  Aid  (Cliinese,  Japanese)  1  7  ^  >^ 

Specifications  of  Classes  in  Group 
Duties: 

Under  direction,  to  translate  literally,  freely,  or  Idiomatically,  ordinary, 
routine,  or  other  relatively  less  important  subject  matter,  from  one  of  tbe 
Romance  or  Teutonic,  or  other  of  the  more  common  but  less  difficult  foreign 
languages,  or  from  one  or  two  of  the  Oriental  or  other  difficult  or  unusual  lan- 
guages, into  English ;  and  to  perform  related  work  as  required. 

Examples :  Translating  subject  matter  of  relatively  less  importance  from  any 
one  of  such  languages  as  French,  Italian,  Spanish,  Portuguese,  German,  Dutch, 
Swedish,  Danish-Norwegian,  Chinese,  Japanese,  or  Hebrew. 

Common  Qualifications: 

Trnining  equivalent  to  that  represented  by  graduation  from  high  school; 
and  sufficient  knowledge  of  English  to  write  clear  translations. 

Special  Qualifications: 

For  each  class  in  the  group,  ability  to  translate  into  English  the  language  or 
languages  required,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To :  Junior  Translator. 

Compensation  for  Classes  in  Group 

Annual:  |1320^1380^144M1600 


Name  of  Groxtp  of  Classes  : 
JUNIOR  TRANSLATOR 

Titles  of  Typical  Classes  in  Gboup: 

Junior  Translator  (French,  German,  Spanish) 

Junior  Translator  (French,  Italian,  Spanish) 

Junior  Translator  (French,  lUlian)  I  7  5  i> 

Junior  Translator  (French) 
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Spedllcatloii8  of  ClaBses  in  Group 
Duties: 

Under  direction,  to  translate  literally,  freely,  or  idiomatically,  ordinary,  rou- 
tine, or  other  relatively  less  important  subject  matter  from  two  or  tht'ee  of 
the  Romance  or  Teutonic  or  other  of  the  more  common  but  less  dliOcult  fottfiga 
languages,  into  good  English ;  and  to  perform  related  work  as  reqiilred. 

Examples:  Translating  subject  matter  of  relatively  lees  importance  frem 
any  two  or  three  of  such  languages  as  French,  Italian,  Spanish,  Portuguese,  (Ger- 
man, Dutch,  Swedish,  or  Norwegian. 

Comnon  QaAUflcatioas: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing  ;«and  special  training  in  modem  languages. 

Special  Qualilkatioiis: 

For  each  class  in  the  group,  ability  to  translate  into  concise  English  the  spe- 
cific languages  required,  as  indicated  by  the  title  of  that  class. 


Principal  lines  of  Promotion 


From:  Translator  Aid. 
To :  Senior  Translator. 


Compensation  for  Classes  in  Group 

Annual:  n500^162(Ml68M174M1800 


Name  of  Gboup  of  Cijlsses  : 
SENIOR  TRANSLATOR 

Titles  or  Typical  Glasses  in  Group  : 

Senior  Translator  (Frencli,  Spanish,  Gennan,  Italian) 

Senior  Translator  (Spanish,  Italian,  French,  German,  Portuguese,  Danisli, 
Swedisli,  Nonregian) 

Senior  Translator  (Itafian,  French,  German,  Slavic)  17^7 

Speciiications  of  Classes  in  Group 
Daties: 

Independently,  or  under  direction,  to  make  literal,  free,  or  idiomatic  trans- 
lations of  routine  or  of  important  subject  matter  (1)  from  four  or  more  of  the 
Romance  or  Teutonic  or  other  of  the  more  common  but  less  difficult  languages 
or  (2)  from  a  few  of  the  Slavic  or  other  more  difficult  or  unusual  languages, 
into  good  English;  in  some  cases,  to  supervise  others  making  translations; 
occasionally  to  act  as  interpreter;  and  to  perform  related  work  as  required. 

Examples:  Translating  relatively  important,  technical,  or  difficult  subject 
matter  from  four  or  more  of  such  languages  as  French,  Italian,  Spanish, 
Portuguese,  German,  Dutch,  Danish,  Swedish,  or  Norwegian,  or  from  a  smaller 
number  of  the  fbllowing:  Finnish,  Russian,  Polish,  or  other  Slavic  language, 
modem  Greek,  Turkish,  Arabic,  or  other  Oriental  language. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from  an 
institution  of  recognized  standing,  with  specialization  in  modern  languages,  or 
in  translation  work  equivalent  to  that  of  a  Junior  Translator. 

Special  Qualifications: 

For  each  class  in  the  group,  expert  ability  to  translate  Into  concise  Engllidi 
the  languages  reqcdred,  as  indicated  by  the  title  of  the  class. 

Principal  Lines  <tf  Promotion 

From :  Junior  Translator. 
To :  Principal  Translator. 

Compensation  for  Classes  in  Group 

Annual:  |180O-4198O-|21Oa-f 2220^2340 
16491^—20— PT  2 53* 
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Name  of  Group  of  Classes  : 

PRINCIPAL  TRANSLATOR  1  7  r  Q 

TiTLEB  OF  Typical  Classes  in  Gboup  :  l  9  fJO 

Principal  Translator  (Spanish,  Portuguese,  Italian,  French — Bureau  of  War 
Risk  Insurance) 

Principal  Translator  (French,  Italian,  Spanish,  Germ'an,  Dutch,  Swedish, 
Greek,  Roumanian,  Croatian,  Slovenian,  Lithuanian,  Latin — War  Depart- 
ment) 

Principal  Translator  (French,  German,  Danish,  Dutch,  Norwegian,  Swedish — 
Patents) 

Principal  Translator  (French,  Spanish,  Italian,  Portuguese,  German,  Dano- 
Norwegian,  Dutch — Nayal  Technics  and  Intelligence) 

Specifications  of  Classes  in  Group 
Duties: 

To  i^erform  one  or  iiK>re  of  the  foUowinjr  functions: — (1)  to  dirtect,  super- 
vise, or  review  the  work  of  a  number  of  employees  engaged  in  translating; 
(2)  personally  to  make  translations  from  three  or  more  of  the  Romance 
languages,  three  or  more  of  the  Teutonic  languages,  and  several  of  the, more 
difficult  or  unusual  languages;  (3)  to  make  translations  of  most  difficult  or 
highly  technical  or  highly  important  documents  or  other  subject  matter; — and 
to  perform  related  work  as  required. 

Examples :  Translating,  scientific  or  technical  texts,  legal  documents,  foreign 
treaties,  patents,  manuals  of  rules  and  regulations,  public  and  church  records* 
official  reports,  or  other  important  papers  or  documents  from  the  Romance  and 
Teutonic  languages  and  from  a  few  difficult  languages,  such  as  Russian,  Polish, 
Serbian,  Slovak,  Bohemian,  Bulgarian,  Lithuanian,  Croatian,  Finnish,  Arabic, 
Chinese,  Japanese,  Hebrew,  or  Persian. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing;  specialization  in  modem  languages; 
many  years'  experience  in  translating  or  teaching  a  number  of  languages; 
and  exceptional  ability  as  a  specialist  in  the  translation  of  a  large  number 
of  languages. 

Special  Qualifications: 

For  each  class  in  the  group,  thorough  knowledge  of  the  Important  or  special 
work  of  the  department,  bureau,  or  other  establishment  concerned,  and  of  the 
languages  required,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Senior  Translator. 

Compensation  for  Classes  in  Group 

Annual:  $2400-f2520-$2640-$2760 


Name  of  Group  of  Classes  : 

JUNIOR  RESEARCH  TRANSLATOR 

Titles  of  Typical  Classes  in  Gboup  : 

Junior  Research  Translator  (French,  Italian,  Spanish) 
Junior  Research  Translator  (French,  Spanish,  Portuguese) 
Junior  Research  Translator  (Russian,  Polish) 

Specifications  of  Classes  in  Group 
Duties: 

To  translate,  or  to  make  extracts  from,  publications  or  manuscripts  in  for- 
eign languages,  involving  translations  from  three  or  less  of  the  Romance, 
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Teutonic,  or  other  of  the  more  common  but  less  difficult  foreign  languages; 
to  search  foreign  publications  for  material  on  various  subjects;  to  collect, 
classify,  and  ma  Ice  available  research  data;  and  to  perform  related  work  as 
required. 

Common  Qualifications: 

Training  equl\alent  to  that  representeil  by  graduation  with  a  degree  fronn 
an  institution  of  recognized  standing;  and  aptitude  for  research  work. 

Special  QoaUfications: 

For  each  class  in  the  group,  ability  to  translate  into  concise  English  the 
language  or  languages  required,  as  indicated  by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

To:  Senior  Research  Translator. 

Compensation  for  Classes  in  Group 

Annual:  |156a-|1620-|168(M1740-$1800 


Name  of  Group  of  Classes  : 

SENIOR  RESEARCH  TRANSLATOR  1  7  M^ 

Titles  of  Typical  Classes  in  Group  :  J   I  \^  V 

Senior  Research  Translator  (Spanish,  German,  Italian,  French) 

Senior  Research  Translator  (French,  Italian,  Spanish,  Portuguese,  German;. 
Dutch,  Scandinavian) 

Specifications  of  Classes  in  Group 

Duties : 

To  translate,  or  to  make  abstracts  from  publications  or  manuscripts  In  foreign- 
languages,  involving  translations  from  four  or  more  of  the  Romance,  Teutonic,, 
or  other  of  the  more  common  but  less  difficult  or  unusual  languages ;  to  search 
for,  collect,  classify,  and  make  available,  by  means  of  compilations,  abstracts, 
indexes,  or  bulletins,  data  concerning  special  subjects  under  investigation;  in 
some  cases,  to  supervise  the  work  of  subordinate  employees;  and  to  perform 
related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from, 
an  Institution  of  recognized  standing,  with  specialization  in  modern  languages ; 
not  less  than  two  years'  experience  and  proven  ability  in  translation  and  re- 
search. 

Special  Qualifications: 

For  each  class  in  the  group,  expert  ability  to  translate  into  concise  English* 

the  languages  required,  as  indicated  by  the  title  of  that  class. 

« 

Principal  Lines  of  Promotion 

From:  Junior  Research  Translator. 
To:  Principal  Research  Translator. 

Compensation  for  Classes  in  Group 

Annual:  $1860  $1J»80-$21()0-|2220-$2:J40 
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Name  of  Gboup  of  Classes  : 

PRINCIPAL  RESEARCH  TRANSLATOR  i  nr^ 

n.  r.  r.  r.  J   761 

Titles  of  Typical  Classes  in  Gboxtp  : 

Principal  Research  Translator  (French,  Spanish,  Italian,  German,  Dan&A, 
Dutch,  Norwegian,  Portuguese,  Rumanian,  Swedish — ^Food  and  Drags) 

Principal  Research  Translator  (French,  Spanish,  Portuguese,  Italian,  Ger- 
man— ^Militaiy  Technics  and  Affairs) 

Specifications  of  Classes  in  Group 
Duties: 

To  make  translations  or  abstracts  of  exceptionally  difficult  or  highly  tech- 
nical or  important  documents  or  other  subject  matter,  (1)  in  connection  with 
the  work  of  researcL  in  foreign  languages,  or  (2)  involving  a  knowledge  of  three 
or  more  of  the  Romance  languages,  three  or  more  of  the  Teutonic  langnages, 
and  several  of  the  more  difficult  or  unusual  languages,  or  (8)  to  direct  or 
review  the  work  of  a  number  of  research  translators  engaged  in  less  difficult 
work ;  and  to  perform  related  work  as  required. 

Common  Qualifications: 

Training  equivalent  to  that  represented  by  graduation  with  a  degree  from 
an  institution  of  recognized  standing,  with  specialization  in  modem  languages; 
many  years'  experience  in  translation  and  research ;  and  exceptional  ability  as 
a  specialist  in  the  translation  of  a  large  number  of  language& 

Special  QnaMcations: 

For  each  class  in  the  group,  specialized  training  and  ezperi^ice  In  sodi 
a  field  of  knowledge  and  of  such  languages  as  may  be  required,  as  indicated 
by  the  title  of  that  class. 

Principal  Lines  of  Promotion 

From:  Senior  Research  Translator. 

Compensatioa  for  ClaMea  in  Group 

Annual:  $240a-|252(M2e4(H$2760 


ALPHABETICAL  LIST  OF  SERVIC!ES  AND  CLASSES* 

A. 

Page. 

Accident  Hazards,  Inq)ector  of,  War  Department 298 

Accounting,  General  (series  of  classes) 58 

Accounting  Service,  Fiscal  and 57 

Actuarial  Service 451 

Actuary 415 

Adding  Machine  Operator 120 

Address  Plate  Cutter 112 

Address  Plate  File  Clerk 114 

Address  Plate  Verifier US 

Addressing  (series  of  classes) - '. 112 

Addressing  Machine  Clerk 115 

Administrative  and  Supervisory  Clerical  Service 5 

Administrative  Librarian,  Departmental  Library 704 

Administrative  Secretaries  (series  of  classes) 19 

Administrator,  Clerical  (series  of  classes) 6 

Aeronautical  Draftsman 618 

Aeronautical    Engineer '^^  620. 

Aeronautical  Engineering  (series  of  classes) 618 

Age  Certificate  Inspector 798 

Agricultural  and  Home  Economics  Extension  (series  of  classes) 457 

Agricultural  Economics  (series  of  classes) 454 

Agricultural  Economist   (Group) : 456 

Agricultural  Explorer 494 

Agricultural  Exploration  (series  of  classes) 494 

Agricultural  Promotion  and  Extension  Service 454 

Agricultural    Extension.     {See  Agricultural   Promotion    and   Extension 
Service.) 

Agronomist 496 

Agronomy  (series  of  classes) 495 

Aid  in  Geology 774 

Aids,  Biology.     (See  Laboratory  and  Field  Assistance). 

Aids,  Engineering.  {See  under  respective  Engineering  Series.) 

Aids^  Physical  Science.    {See  under  respective  Physical  Science  Series.) 

Air  Mail  Service,  Equipment,  Supervisor 154 

American  Ethnology.     {See  Ethnology  Series.) 

Americanization  Teacher 599 

Animal  Husbandman  (Group) 528 

Animal  Husbandry 526 

Animal  Industry,  Bureau  of.  Chief 737 

Animal  Industry,  Bureau  of,  Assistant  Chief 529 

Animal  Keeper 270 

Animal  Parasitologist 549 

Animal  Parasitology  (series  of  classes) 548 

Anthropologist 498 
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Anthropolopy  (series  of  classes) : 497 

Apiculturist 500 

Apiculture  (series  of  classes) ^^ 498 

Appraisal  Engineer.     (See  Engineering  Service.) 

Appraiser  Service,  Assessor  and 29 

Apprentice  Artificial  Limb  Maker 405 

Apprentice  Blacksmith 410 

Apprentice  Bricklayer 411 

Apprentice  Carpenter 412 

Apprentice  Copper  Plate  Engraver 352 

Apprentice  Electrician , 413 

Apprentice  Engraved  Steel  Plate  Transferrer 3tj2 

Apprentice  Engraved  Steel  Plate  Finisher 3o9 

Apprentice  Glass  Blower 420 

Apprentice  C}Iass  Foundrynum 421 

Apprentice  Harness  Maker  and  Saddler 423 

Apprentice,  Helper,  Mechanical  Trades  (Group) 430 

Apprentice  Instrument  Maker 424 

Apprentice  Machinist . 425 

Apprentice  Optical  Worker ^ 422 

Apprentice  Orthopedic  Brace  Maker 406 

Apprentice  Orthopedic  Shoemaker 407 

Apprentice  Painter 432 

Apprentice  Pattern  Maker  (Wood) 433 

Apprentice  Plaster  Moulder  (Artificial  Limb  Maker) 405 

Apprentice  Plumber 435 

Apprentice  Pressman 374 

Apprentice  Printer 378 

Apprentice  Shoemaker 436 

Apprentice  Steamfltter 437 

Apprentice  Steel  and  Copper  Plate  Printer 371 

Apprentice  Steel   Engraver 343 

Apprentice  Textile  Worker 442 

Apprentice  Tinsmith  and  Sheet  Metal  Worker 444 

Aquarium  Superintendent 416 

Aquatic   Biologist 506 

Aquatic  Biology  (series  of  classes) 507 

Archaeologist 500 

Archaeology  (series  of  classes) 500 

Architect 469 

Architecture  (series  of  classes) 467 

Architectural    Draftsman 468 

Architectural  Engineer 472 

Architectural  Engineering  (series  of  classes) 471 

Architectural    Service 467 

Archivist.     (Sec  under  Filing;  also  Reference  Research  Assistant.) 

Arlington  National  Cemetery,  Superintendent 206 

Art  Curator  (United  States  Capitol  Building) —  490 

Arts  Service 477 

Artificial  Limb  Maker 405 

Artificial  Limb  and  Orthopedic  Work  (series  of  classes) 405 

Artist.     (See  under  Illustrating.) 

Assessor  and  Appraiser  Service 29 
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Assessor*  District  of  Colnmbin 32 

Assistant  Aeronautical  Enjcineer ' ^ 619 

Assistant  Agricultural  Economist 455 

Assistant  Agronomist 495 

Assistant  Animal  Husbandman ^ 527 

Assistant  Animal  Parasitologist 548 

Assistant.  Animal  Keeper 269 

Assistant  Apiculturist 499 

Assistant  Aquatic  Biologist »_  50i5 

Assistant  Architectural  Engineer '.    471 

Assistant  Assessor,  District  of  Columbia 82 

Assistant  Astronomer 765 

Assistant  Attorney  (Group) 684 

Assistant  Attorney  General 691 

Assistant  Auditor,  District  of  Columbia ^     82 

Assistant  Bacteriologist '  502 

Assistant  Baker 229 

Assistant  Bandmaster 486 

Assistant  Bureau  Heads  (series  of  classes) 10 

Assistant  Cartographic  Engineer 626 

Assistant  Ceramic  Engineer 629 

Assistant  Chemist 770 

Assistant  Chief  Accountant .-  '     69 

Assistant  Chief  Accountant  (common  carrier) -^ 66 

Assistant  Chief,  Biological  Survey 10 

Assistant  Chief,  Bureau  of  Animal  Industry 529 

Assistant  Chief,  Bureau  of  Chemistry 778 

Assistant  Chief,  Bureau  of  Entomology 52D 

Assistant  Chief,  Bureau  of  Investigation 322 

Assistant  Chief,  Bureau  of  Markets 466 

Assistant  Chief,  Bureau  of  Safety 298 

Assistant  Chief  Clerk,  Patent  Office 757 

Assistant  Chief  Deputy  U.  S.  Marshal 828 

Assistant  Chief,  Division  of  Bookkeeping  and  Warrants 68 

Assistant  Chief  Engineer.    (See  Engineering  Service.) 

Assistant  Chief  Englneman 255 

Assistant  Chief  Inspector  of  Gas  and  Meters 287 

Assistant  Chief  Inspector  of  Locomotives 291 

Assistant  Chief  Inspector  of  Weights  and  Measures,  Bureau  of  Standards.  296 

Assistant  Chief  Nautical  Chart  Engraver 354 

Assistant  Chief  Probation  Officer,  Juvenile  (3ourt 803 

Assistant  Chief  Sanitary  Inspector 284 

Assistant  Chief,  Secret  Service 321 

Assistant  Chief,  Training  Division  (Income  Tax  Unit) 613 

Assistant  Civil  Engineer 633 

Assistant  Civil  Service  Examiner 125 

Assistant  Chief,  Weather  Bureau 10 

Assistant  Clerk  of  Federal  Court  (Group)—- 37 

Assistant  Commissioner,  General  Land  Office- 10 

Assistant  Commissioner  General  of  Inamigratlon 12 

Assistant  Commissioner  of  Indian  Affairs 11 

Assistant  Commissioner  of  Internal  •  Revenue 11 

Assistant  Commissioner  of  Patents 759 
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Assistant  Community  Secretary 560 

^^sistant  Comptroller  of  the  Treasury 690 

Assistant   Cook 227 

Assistant  Dairyman 291 

Assistant  Dairy  Manufacturing  Specialist 314 

Assistant  Dairy  Husbandman 530 

Assistant  Departmental  Auditor 81 

Assistant  Director,  Bureau  of  Engraving  and  Printing 330 

Assistant  Director,  Bureau  of  War  Risk  Insurance 12 

Assistant  Director  General,  U.  S.  Employment  Service 79S 

Assistant  Director,  National  Park  Service 12 

A^^sistant  Director  of  Conciliation 706 

Assistant  Director  of  Sales,  War  Department 152 

Assistant   Drawbridge   Operator 241 

Assistant  Economic  Ornithologist 546 

Asfsistant    Economist 576 

Assistant  Editor  (Group) 45 

Assistant  Electrical   Englneerl 638 

Assistant  Engineer.     (See  respective  series  in  the  Bngliieeriiig  Service.) 

Assistant  Englneman 253 

Assistant  Entomologist 519 

Assistant  Examiner  of  Interferences  (Patents) 754 

Assistant  Examiner  of  Trade-marks  and  Designs 732 

Assistant  Extension  Specialist  in  Agriculture 457 

Assistant  Extension  Specialist  In  Boys*  Club  Work 450 

Aspistant  Extension  Specialist  In  Girls*  Club  Work 461 

Ai^lstant  Extension  Specialist  In  Home  Economics 460 

Assistant  Fish  Culturlst 1 416 

Assistant  Foreman,  Binding  Section — Q,  P.  O 338 

Aisisistant  Foreman,  Copper  Plate  Map  Engraving,  Geological  Survey 355 

AAplstant    Foreman,    Engraved     Steel    Plate    Transferring    Section — 

p.  E.  &  P 363 

Assistant  Foreman,  Engraved  Steel  Plate  Finishliig  Sectlcm— -B.  E.  ft  P..  361 

Assist^t  Foreman,  Foundry  Section — G.  P.  O ^1 342 

Assistant  Foreman  Presswork  Section — G.  P.  O 375 

Assistant  Foreman  Printing  section — G.  P.  O 380 

Assistant  Foreman,  Linotype  Section,  Government  Printing  Office 384 

Assistant  Foreman,  Miscellaneous  Section,  B.  E.  Jk  P 386 

Assistant  Foreman,  Monotype  Section,  Government  Printing  0£lce 386 

Assistant  Foreman,  Proof  Section,  Government  Printing  Offioe 390 

Assistant  Foreman  Rag  Washer 1 235 

Assistant  Forewoman,  B.  E.  &  P 305 

Assistant  Forester . -^  641 

Assistant  Fruit  and  Vegetable  Utilization  Technologist — - 52S 

Assistant  Garden  Superintendent 264 

Assistant  Gardener 262 

Assistant  Gas  Englneman,  District  of  Columbia  Water  Dept 242 

Assistant  General  Manager,  Government  Hotels 223 

Assistant   General   Secretary  of  Community   Organization,   District  of 

Columbia 571 

Assistant  Geologist -—  775 

Assistant  Heads  of  Departments  (Series  of  Classes) 22 

Assistant  Health  Officer,  District  of  Columbia 726 
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Assistant  Hij^hway  Engineer 644 

Assistant  Horticulturist 525 

Assistant  House  Manager,  Government  Hottis 222 

Assistant  Hydraulic  and  Geodetic  ESngineer 649 

Assistant  Hydraulic  Engineer » 646 

Assistant  Identification  Expert  (Police  Dept) 318 

Assistant  Insect  Pathologist 550 

Assistant  Inspector  of  Buildings,  District  of  Columbia 473 

Assistant  Inspector,  Detective  Bureau -314 

Assistant  In  Slaughtering  and  Curing 567 

Assistant  Janitor 207 

Assistant  Landscape  Ardiitect ; 602 

Assistant  Librarian  ot  Congress 1 712 

Assistant  Marine  Engineer 655 

Assistant  Marine  Englneman  (Steam) 244 

Assistant  Market  Master — ^District  of  Columbia 209 

Assistant  Marketing  Specialist  (Group) 464 

Assistant  Manager  of  Work  j( Night) — Government  Printing  Office 831 

AjBsistant  Materials  Engineer  (Group) 658 

Assistant  Mathematical  Astronomer 767 

Assistant  Mathematician 778 

Assistant  Mechanical  Engineer 662 

Assistant  Medical  Ezaxniner 722 

Assistant  Medical  Officer  (Group) 719 

Assistant  Medical  Referee — Pension  Office 728 

Assistant  M6taUurgiat 780 

Assistant  Meteor(riogi8t 783 

Assistant  Microanalyst 534 

Assistant  Microbiologist 587 

Assistant  Mining  Engineer 665 

Assistant  Morgue  Master^— District  of  Columbia 209 

Assistant  Museum  Historian 538 

Assistant  Museum  Modeler 482 

Assistant  Museum  Preparator 484 

Assistant  Mycologist 540 

Aa<«istant  Nautical  Engineer 668 

Assistant  Naval  Architect 671 

Assistant  Nematologist 542 

Assistant  Observer  in  Meteorology 782 

Assistant  Office  Building  Englneman 1-  248 

Assistant  Ornithologist 544 

Assistant  Osteologist 488 

Assistant  Petroleum  Engineer 674 

Assistant  Pharmacognocist 554 

Assistant  Pharmacologist 729 

Assistant  Physicist 787 

Assistant  Photographer 489 

Assistant  Plant  Ecologlst 517 

Assistant  Plant  Pathologist , 552 

Assistant   Plant  Physiologist 556 

Assistant  Playground  Director 573 

Assistant  Pomologist 559 

Assistant  Principal,  High  School 606 
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Assistant  Purchasing  Agent 161 

Assistant  Radio  Engineer $76 

Assistant  Register  of  the  Treasuiy , 60 

Assistant  secretaries  of  departments  (series  of  classes) 22 

Assistant  Secretary,  Minimum  Wage  Board — ^D.  C 800 

Assistant  Secretary  of  Commerce 22 

Assistant  Secretary  of  Labor 23 

Assistant  Secretary  of  the  Interior 22 

Asslstont  Secretary  of  the  Navy 23 

Assistant  Secretary  of  the  Treasury  (customs) 26 

Assistant  Secretary  of  the  Treasury  (fiscal  bureaus) 27 

Assistant  Secretary  of  the  Treasury  (Foreign  Loan  Bureau) 28 

Assistant  Secretary  of  the  Treasury  (Internal  Revenue  and  War  Risk).  27 

Assistant  Secretary  of  the  Treasury  (miscellaneous  bureaus) 1 27 

Assistant  Secretary  of  War 28 

Assistant   Seed   Botanist —  510 

Assistant   Social   Economist 805 

Assistant   Soil  Bacteriologist 504 

Assistant  Specialist  In  Education  (Group) 583 

Assistant   Statistician 828 

Assistant  Structural  Engineer 678 

Ajssistant  Substation  Operator 285 

Assistant  Superintendent  and  Medical  Director,  St  Elizabeths  Hospital-  724 

Assistant  Superintendent  Bank  Note  Engraving  Division— B.  E.  &  P 351 

Assistant  Superintendent  Binding  Division— B.  E.  &  P 337 

Assistant  Superintendent  Miscellaneous  Division — ^B.  E.  &  P.  (Group)..  397 

Assistant  Superintendent,  National  Training  School  for  Boys 218 

Assistant  Superintendent  National  Zoological  Park 562 

Assistant  Superintendent  of  Building  Construction 475 

Assistant  Superintendent  of  Food  Service,  Government  Hotels 224 

Assistant  Superintendent  of  Placement  of  Disabled  Soldiers T95 

Assistant  Superintendent  of  Federal  Prisons 213 

Assistant. Superintendent  of  Street  Cleaning 438 

Assistant  Superintendent  of  Garbage  CJollectlon — ^D.  C 419 

Assistant  Superintendent  of  Machinery  (Fire  Dept) 277 

Assistant  Superintendent  of  Nurses 744 

Assistant  Superintendent  Paper  Wetting  Dlvision-7-B.  E.  &  P 399 

Assistant   Superintendent    (Police   Dept) 811 

Assistant  Superintendent  Plate  Printing  Division— B.  E.  &  P 372 

Assistant  Superintendent  Presswork  Division — G.  P.  O 377 

Assistant  Superintendent  of  Trees  and  Parking — District  of  Columbia..  268 

Assistant  Superintendent,  Printing  Division,  G.  P.  O ^—  391 

Assistant  Superintendent,  Reformatory,  District  of  Columbia 220 

Assistant  Superintendent,  Surface  Division,  B.  of  E.  &  P     376 

Assistant  Superintendent,  Workhouse,  District  of  Columbia 219 

Assistant  Systematic  Botanist 512 

Assistant    Taxidermist 485 

^Vsslstant  to  Chief  Civil  Service  Examiner _ 129 

Assistant  to  Director  of  Elementary  Instruction 589 

Assistant  Topographic  Engineer 680 

Assistant  to  Senior  Supplies  Officer 173 

Assistant  Treasurer  of  the  United  States 71 

Assistant  Veterinarian 731 
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Assistant    Veterinnrj-    Bacteriologist 733 

Assistant  Veterinary  Pathologist 735 

Assistant   Ward    Siiper\'i8or 743 

Assistant    Zoologist 561 

Associate   Accountant    (Common    Carrier) 64 

Associate  Actuary   451 

Associate   Aeronautical    Engineer 620 

Associate  Agricultural  Economist  (Group) 455 

Associate  Agronomist 496 

Asfsoclate  Animal  Husbandman   (Group) 527 

AssfK'late  Animal    Parasitologist 548 

Associate   AnthroiX)loglst 497 

Associate  Aplculturist 499 

Associate  Aquatic  Biologist 507 

Asfisociate  Archeologist 500 

Assocfiate    Architect 469 

Associate  Architectural  Engineer 472 

Associate   Astronomer 765 

Associate  Bacteriologist 502 

Associate  Cadastral  Engineer 624 

Associate  Cartographic  Engineer 627 

Associate  Ceramic  Engineer 630 

Associate    Chemist -—  771 

Associate  Chief,  Bun»au  of  Plant  Industry 557 

Associate  Civil  Engineer 633 

Associate  Civil  Service  Examiner   (General) 126 

Associate  Civil  Service  Examiner  (Scientific,  Technical,  or  Professional)-  126 

Associate  Dairy  Husbandman 530 

Associate  Dairy  Manufacturing  Specialist 515 

Associate  Economic  Ornithologist 546 

Aittiociate   Economist 577 

Associate  Editor,  "  Experiment  Station  Record  " 564 

Associate  Electrical  Engineer 638 

Associate  Entomologist 519 

Associate   Ethnologist 521 

Associate    Forester 642 

Associate  Fruit  and  Vegetable  Utilization  Technologist 523 

Associate   Geologist '^''S 

Associate  Highway  Engineer 644 

Associate   Horticulturist 525 

Associate  Hydraulic  Engineer 647 

Associate  Hydrographic  and  Geodetic  Engineer 649 

Associate  Income  Tax  Accountant 84 

Associate  Insect  Pathologist 550 

Associate  Landscape  Architect 652 

Associate  Marine  Engineer 655 

Associate  Marine  Shipping  Expert  (Group) 143 

Associate  Marlceting  Specialist  (Group) 464 

Associate  Materials  Engineer  (Group) 659 

Associate  Mathematical  Astronomer 768 

Associate  Mathematician 778 

Associate  Mechanical  Engineer 663 

Associate  Medical  Officer  (Group) 719 
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Associate    Metallurgist 781 

Associate  Meteorologist T84 

Associate  Microanalyst 535 

Associate  Microbiologist —  537 

Associate  Mining  Engineer 66ft 

Associate  Mycologist 540 

Associate  Naval  Architect 671 

Associate  Nautical  Engineer 66& 

Associate  Nematologist 542 

Associate  Ordnance  Engineer 673 

Associate  Ornithologist ^>44 

Associate  Petroleum  Engineer 675 

Associate  Pharmacognosist . -">54 

Associate  Pharmacologist • 729 

Associate  Plant  Ecologist 517 

Associate  Plant  Pathologist 552 

Associate  Plant  Physiologist 556 

Associate  Physicist 787 

Associate  Pomologlst 550 

Associate  Radio  Engineer 077 

Associate  Seed  Botanist 511 

Associate  Social  Economist  (Group) _—  805 

Associate  Soil  Bacteriologist 504 

Associate  Soil  Scientist 789 

Associate  Specialist  in  Education  (Group) 583 

Associate  Structural  Engineer 678 

Associate  Statistician 828 

Associate  Systematic  Botanist 513 

Associate  Topographic  Engineer 1 681 

Associate  Veterinarian ■_ 732 

Associate  Veterinary  Bacteriologist 733- 

Associate  Veterinary  Pathologist 736 

Associate  Zoologist oOl 

Assorting  Machine  Operator 815 

Astronomer 766 

Astronomy,  'Mathematical  (series  of  classes) 768 

Astronomy  (series  of  classes) ^ 7W 

Astronomical  Computer 764 

Athletics,  Supervisor  of 575 

Attendance  Officer,  School 801 

Attorney   (Group) 685 

Attorney,  United  States 689 

Atypical  Schools,  Teacher 609 

Auditing,  Governmental  (series  of  classes) 79 

Auditor,  District  of  Columbia , 83 

Automatic  Typewriter  Operator 122 

"Automobile  Machinist 425 

Automobile  Operating  and  Repair  (series  of  classes) 408 

Automobile  Repairman 409 

Automobile  Truck  Driver 408 

Automotive  Designer 622 

Automotive  Draftsman 622 
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Automotive  Engineer 623 

Automotive  Engineering  (series  of  classes) 621 

Automotive  Tracer 622 

B. 

Bacteriologist 503 

Bacteriology,  General  (series  of  classes) 502 

Bacteriologist,  Soil  — ^ 505 

Bacteriology,  Soil  (series  of  classes) 1 503 

Bacteriology,  Veterinary  (series  of  classes) . 731 

Bailiff  (Police  Court) 325 

Baker 229 

Bandmaster 487 

Banli  Note  Picture  Engraving  Section,  Supervisor — ^B.  E.  &  P 350 

Bank  Note  letter  Engraving  Section,  Supervisor— -B.  B.  &  P 350 

Bank  Redemption  Agency,  Superintendent,  National 60 

Barber 446 

Battalion  Chief  (Fire  Department) 275 

Bee  Keeper.     {See  Apiculturist) 500 

Bibliographical  Assistant,  Reference  and 700 

Bibliography,  Division  of,  Chief  of— Library  of  Congress ^  706 

Billing  Machine  Operator  (Group) 118 

Billing  and  Posting  (series  of  classes) 118 

Bindery  Gold  Hand 333 

Bindery  Hand  Sewer 332 

Bindery  Man 334 

Bindery  Offlceman—G.  P.  O 338 

Bindery  Supervisor — G.  P.  O 333 

Bindery  Worker 333 

Binding  (series  of  classes)  in  Printing  Trades  Service 332 

Biological  Science  Service 491 

Biological  Survey,  Chief  of 509 

Biologist,    Aquatic 506 

Biology,  Aquatic  (series  of  classes) 506 

Biology,  General  (series  of  classes) 509 

Blacksmlthing  (series  of  classes) 110 

Blind,  Director  of  Work  with  the — ^Library  of  Congress 711 

Blue  Printer  (see  Photographic  Laboratory  Aid) 488 

Board  of  Charities,  Executive  Secretary  of 812 

Board  of  Children's  Guardians,  Executive  Secretary  of 813 

Bout  Caulker 446 

Boatman.     {See  Deckhand) 300 

Bookwork  Examiner 333 

Boiler  Cleaner . 252 

Boilers,  Inspector  of  Steam 258 

Bookbinder 336 

Bookbinder  in  Charge,  G.  P.  O 338 

Bookkeeping.    {See  Fiscal  and  Accounting  Service) 57 

Bookkeeping  and  Warrants,,  Division  of 68 

Botanical  Searcher 566 

Botany,  Seed  (series  of  classes) 510 

Botany,  Systematic  (series  of  classes) 512 

Boundary  Commlsslonei^,  International  Canadian 628 
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Boys'  Club  Work  (sec  Agricultural  Promotion  and  Extension  Service) ___       45» 

Brace  Maker,  Orthopedic 4ii7 

Bricklayer ; 41 1 

Bricklaying  (series  of  classes) 411 

Brick  Plant,  Superintendent  of 447 

Bridge,  Draw,  Operator 241 

Bridge  Engineer.     {See  Structural  Engineer.) 

Broom  Maker 447 

Briefing.     {See  Digesting  and  Recording  series) 87 

Building  Construction  Superintendence 475 

Building  Inspection  (series  of  classes) 47H 

Building  Protection  (series  of  classes) .       20t> 

Bureau  and  Office  Heads  (series  of  classes) 14 

Bushelman 44i> 

Business  Service,  Specialized 13J> 

C. 

Cabinetmaker.      {See  General  Carpenter.) 41i 

Cadastral   Engineer 62-% 

Cadastral  Engineering   (series  of  classes) 624 

Calculating  Machine  Operator 121 

Captain   (Fire  Department) 274 

Captain,  Motor  Boat 30O 

Captain    (Police  Department) 310 

Captain  of  the  Guard  [Building] 202 

Captain,    Tug 301 

Card  Punch  Operator 81^ 

Caretaker  [Building].     {See  Custodial  and  Janitor  Service.) 207 

Caretaker  of  Park  Animals.     {See  Animal  Keeper.) 270 

Carpentry   (series  of  classes) 412 

Cartographic    Draftsman 626 

.  Cartographic    Engineer 627 

Cartographic  Engineering  (series  of  classes) 626 

Case  Work  Supervisor,  Social  Hygiene  Board 80^ 

Cash  Accounting  (series  of  classes) 60 

Cashiers  (series  of  classes) 60 

Catalog  Division,  Chief  of,  Library  of  Congress 706 

Cataloguer  and  Classifier 701 

Census,  Director  of  the 831 

Ceramic  Engineer 630 

Ceramic  Engineering  Aid 628 

Ceramic  Engineering  (series  of  classes) 628 

Chairman,  Board  of  Supplies  Inspection — Post  Office  Department 289 

Chambermaid 225 

Chaplain    568 

Chaplain    Service 568 

Charge  Nurse 743 

Charity,  Welfare  and  (series  of  classes) 810 

Chart  Draftsman.     {See  Cartographic  Draftsman)., 626 

Chart  Printing  and  Sales,  Superintendent  of  (C.  &  G.  S.) 370 

Char  Work,  Cleaning  and  (series  of  classes) 262 

Charwoman    . 204 

Chauffeur    409' 
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Checking  (Supply  and  Equipment) 156 

Checking,  Verification  and  (series  of  classes) 110 

Chef 227 

Chemist 772 

Chemistry  (series  of  classes) 769 

Chemistry,  Chief,  Bureau  of 773 

Chief  Accountant l 59 

Chief  Accountant  (common  carrier) '. 66 

Chief  Astronomical  Computer 764 

Chief,  Bureau  of  Animal  Industry 737 

Chief,  Bureau  of  Biological  Survey 509 

Chief,  Bureau  of  Chemistry 773 

Chief,  Bureau  of  Entomology 521 

Chief,  Bureau  of  Investigation : 322 

Chief,  Bureau  of  Markets 466 

Chief,  Bureau  of  Plant  Industry ^>.  558 

Chief,  Bureau  of  Public  Roads 646 

Chief,  Bureau  of  Safety 293 

Chief,  Bureau  of  Soils 791 

Chief  Cashier 61 

Chief  Civil  Service  Examiner 129 

Chief,  Clerical  Administrator  (Group) 9 

Chief  Clerk,  Patent  Office 758 

Chief  Clerk.      {See  Administrative  and   Supervisory,  Clerical,   General 
Classea) 

Chief  (Counsel  (Group) 687 

Chief  Counter 108 

Ctiief  Deputy  U.  S.  Marshal 324 

Chief,  Division  of  Bookkeeping  and  Warrants 68 

Chief  Docket  Clerk  (Group) 41 

Chief  Draftsman.    (See  respective  series  in  Engineering  Service.) 

Chief  Elconomlst,  Fetleral  Trade  Commission 579 

Chief  Electrician 414 

Chief  Engineer,  Director  and.  Reclamation  Service 636 

Chief  Englneman 255 

Chief  Engraver  (Geological  Survey) 356 

Chief,  Estimating  and  Jacket  Writing  Section,  G.  P.  O 382 

Chief  Examiner  (Group) 696 

Chief,  Examining:  Division — Civil  Service  Commission 128 

Chief  File  and  Record  Clerk   (Group) 03 

Chief   Finger   Print    Classifier 95 

<?hlef   (Fire  Department) 276 

Chief  Food  Inspector— District  of  Columbia 737 

Chief,   Forest   Service 642 

Chief    Illustrator    (Group) 480 

Chief  Income  Tax  Accountant . 86 

Chief,  Inspection  Division— Office  of  Indian  Affairs 297 

Chief  Inspector    (Fire  Department) 278 

Chief  Inspector  of  City  Refuse 283 

C::hlef  Inspector  of  Elevators 1 285 

Chief  Inspector^  of  Gas  and  Meters—— 288 

Chief  Inspector  of  Hours  of  Service — I.  C.  C 799 

Chief  Inspector  of  Locomotives 292 
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Chief  Inspector  of  Weights  and  Measures — ^Bureau  of  Standards 296 

Chief  Inspector  of  Weights  and  Measured— District  of  Columbia 297 

Chief  Intelligence  Officer— U.  S.  Shipphig  Board 2SW 

Chief    Investigator,    Board    of    Children's    Guardians — ^District    of   Co- 
lumbia   813 

Chief   Lithographer 370 

Chief  Lithographic  Draftsman 380 

-CMef   Machinist 426 

Chief  Mall  aerk 100 

Chief  Mail,  File,  and  Record  Clerk  (Group) 96 

Chief  Map  Draftsman.     (See  Cartographic  Engineer). 

Chief  Mechanical  Tabulator 819 

Chief  Medical  Inspector.  Public  Schools 726 

Chief  Messenger , 103 

Cliief  Nautical  Chart  Engraver 354 

Chief  of  Bureau  of  Preventable  Diseases,  District  of  Columbia 72-1 

Chief  of  Bibliography  Division,  Library  of  Congress 706 

Clilef  of  Card  Division,  Library  of  Congress 706 

Chief  of  Catalogue  Division,  Library  of  Congress 706 

Chief  of  Children's  Bureau 808 

Chief  of  Circulation,  Public  Library,  District  of  Columbia 712 

Chief  of  Classification  Division,  Library  of  Congress 707 

Chief  of  Documents  Division,  Library  of  Congress 707 

Chief  of  Manuscripts  Division,  Library  of  Congress 708 

Chief  of  Mechanical  Addressing  Section 117 

Chief  of  Maps  and  Charts  Division,  Library  of  Congress 708 

Chief  of  Music  Division,  Library  of  Congress 708 

Chief  of  Order  Division,  Library  of  Congress 700 

Chief  of  Party.     (See  Civil  Engineering  Aid.) 

Chief  of  Periodicals  Division,  Library  of  Congress 709 

Chief  of  Prints  Division,  Library  of  Congress 710 

Chief  of  Schools  Section   (Indian  Education) 613 

Chief  of  Special  Collection,  Library  of  Congress  (Group) 710 

Chief  of  Training  Division  (Income  Tax  Unit) 614 

Chief  of  Woman's  Bureau 807 

Chief,  Office  of  Experiment  Stations  and  Editor  of  Experiment  Station 

Record 565 

Chief,  Office  of  Farm  Management 457 

Chief,  Office  of  Insular  Experiment  Stations j565 

Chief  Patent  Adviser 762 

Chief  Personnel  Officer 134 

Chief  Photographer: 489 

Chief  Post  Office  Inspector . 323 

Chief  Probation  Officer,  District  Supreme  (Dourt 802 

Chief  Probation   Officer,   Juvenile  Court 804 

Chief  Probation  Officer,  Police  Court 804 

Chief  Publication  Cnerk 56 

Chief  Publications  Distributor— 164 

Chief  Recorder   (Group) 90 

Chief  Relief  Map  Modeler 4S2 

Chief  Sanitary  Inspector 284 

Chief  School  Attendance  Officer 801 

Chief,  Secret   Service 32i 
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Chief  Statistical  Clerk  (Group) 827 

Chief  Supply  and  Equipment  Checker 156 

Chief  Telegrapher  180 

Chief  Telephone  Operator 188 

Chief  Teller 68 

Chief  United  States  Game  Warden 320 

Chief  Usher,  White  House 225 

Chief  Valuation  Engineer,  I.  C.  C 685 

Chief,  Weather  Bureau 785 

Child  Labor  Permit  Clerk— District  of  Columbia 797 

Child  Labor  Tax  Inspector 796 

Child  Hygiene  (series  of  classes) 716 

ChlMren's  Bureau,  Chief  of 808 

Children's  Guardians,  Board  of,  Chief  Investigator 812 

Children's  Librarian,  Public  Library— District  of  Columbia 712 

Choir  Leader,  Organist,  and 487 

Chorister 487 

Citizenship,  Director  of 689 

City  Refuse  and  Sanitation    (series  of  classes) 288 

Civic  Center,  Executive  Secretary,  General 570 

Civil  Engineer 634 

Civil   Engineering   Aid 632 

Civil  Engineering  Draftsman 631 

Civil  Engineering  (series  of  classes) 631 

Civil  Service  Commission.  Chief,  Examining  Division 128 

Cvll  Service  Commission,  Secretary 19 

Civil  Service  Examination  and  Administration  (series  of  classes) 124 

Claims,  Inspector  of,  Office  of  Corporation  Counsel 298 

Classifier,  Cataloguer  and 701 

Classification  Division,  Library  of  Congress,  Chief  of 707 

Classification,  Patent,  Examiner  of 756 

Cleaning  and  Char  Work  (series  of  classes) 208 

Cleaner  [Building] 208 

Clerical  Administrators  (series  of  classes) 6 

Clerical  Service,  Administrative  and  Supervisory 5 

Clerical  Service  [Miscellaneous] 105 

Clerical  Work  (series  of  classes) 105 

Clerical  Work,  Court  (series  of  classes) 3 

Clerk,  Board  of  Appeals,  U.  S.  Patent  Office 42 

Clerk,  Interstate  Commerce  Ck>mmisslon 42 

Clerk  of  Federal  Court   (Group) 38 

Clerk  of  Juvenile  Court 36 

Clerk  of  Municipal  Court 36 

Clerk  of  Police  Court 36 

Clothing  Designer 440 

Clothing  Sorter   (Military) 413 

Clothing  Sorting  (series  of  classes)  413 

Club  Work,  Boys'  and  Girls*.     {See  Agricultural  Promotion  and  Exten- 
sion   Service. ) 459 

Coaching  Teacher 599 

<1oachman  ^ 441 

Conl  Passer * 250 

164919^20— PT  2 64* 
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Coal  Sampler 291 

Coast  and  Geodetic  Survey,  Superintendent 651 

Code  Builder  179 

Code  Clerk 178 

Coding,  Mechanical  Tabulation  (series  of  classes) 821 

Co<ling  (Telegraph)    (series  of  classes) 178 

Collector  of  Taxes.  District  of  Columbia 72 

Commissary  Supplies  (series  of  classes) 166 

Commissioner  General  of  Immigration 14 

(Commissioner,  International  Canadian  Boundary 628 

Commissioner  of  Education 586 

Commissioner  of  Fisheries 508 

Commissioner  of  the  General  Land  Office 14 

i^ommissloner  of  Indian  Affairs 15 

Commissioner  of  Internal  Revenue 15 

Commissioner  of  Labor  Statistics ^ 808 

Commissioner  of  Lighthouses 635 

Commissioner  of  Naturalization 690 

Commissioner  of  Navigation 16 

<^mlmlssioner  of  Patents 759 

Commissioner  of  Pensions 16 

Connnodity  Specialization  (series  of  classes) 139 

Common  Carrier  Accounting  (series  of  classes) W 

C(mimunlty  and  Recreation  Senice 509 

Community  Organization,  Specialist  in 572 

Community  Secretary  .">on 

Community  Work   (series  of  claases) .169 

Compensation  Commission,  Investigator,  United  States  Employees 795 

<y<mipressor  Ci)erator  (Air  and  Gas) 257 

Compositor   378 

(Comptroller  of  the  Currency 70 

(Comptroller  of  the  Treasury 091 

Computer,  Astronomical 764 

Conciliation,  Director  of 1 797 

(Construction  Labor  Foreman 439 

Consular  Service,  Director  oft. 17 

Consulting  Engineer.     (Sec  Civil  Engineer) 634 

Contagious  Diseases,  Medical  Inspector,  District  of  Columbia 725 

Convenience  Stations,  Supervisor  of,  D.  C 210 

Cook   227 

Copper  Plate  Engraving.     (See  Engraving,  Printing  Trades  Service) 353 

Copy    Editor 3S9 

Copyholder 3SS 

Copyist  .Draftsman  [Architectural  Service] 467 

Copyist  Draftsman   [Engineering  Service] 61S 

Coroner — District  of  Columbia T2S 

Corporation  (Counsel — Di-trlct  of  Columbia 6S8 

Correspondence,  and  Secretarial   Service,  Typing.  Stenography 18o 

Correspondence  (series  of  classes) 185 

Cost  Estimating  (Buildings)    (series  of  classes) 474 

Coimcil  of  National  Defense,  Director 17 

Counsel    (Group) 687 

Counting  (series  of  classes) 107 
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Court  Clerk  and  Docket  Service 34 

Court  Clerical  Work  (series  of  classes) 34 

Court  Crier 325 

Court  Reporting.     {See  Reporting,  series  of  classes.) 190 

Crematorium  Engineman 257 

CMminal  Investigation  Service,  Police  and    305 

Curative  Workshop,  Instructor  (Group) 612 

Curator,  Art,  U.  S.  Capitol  Building 490 

C^nstodlal  and  Janitor  Service »._  199 

Custodial  Work,  Buildings  and  Grounds  (series  of  classes) 205 

Custodian,  White  House 237 

Customs  Appeals,  Court  of,  U.  S.  Marshal 325 

Customs  Collection  (series  of  classes) 29 

D. 

r>airy  Husbandman 531 

Dairy  Manufacturing  Specialist 515 

I>airy  Manufacturing,  Specialization  (series  of  classes) 514 

Dairy  Products  Utilization  Agent 462 

Dairy  Products  Utilization  (series  of  classes) 462 

Dairyman 262 

Dancing,  Supervisor  of  Community  Center 570 

Dead  Letter  Clerk 10^ 

T>ead  Letter  Disix)sal  (series  of  classes) 10^ 

Deckhand 300 

I>ental  Hygienist 717 

Dental  Inspector,  Public  Schools 71S 

Dental  Interne , 717 

Dental  Surgeon 71T 

Dentistry   (series  of  classes) 717 

L>epartmental  Auditor 82 

Departmental  Libraries  (Librarians)    (series  of  classes) 703 

Departmental  Publications  and  Information  Service 43 

I>eputy  Assistant  Treasurer  of  the  United  States 71 

Deputy  Chief,  Fire  Department 27^ 

Deputy  Chief,  U.  S.  Game  Warden 320 

Deputy  Commissioner  of  Fisheries 50S 

Deputy  Collector  of  Taxes,  District  of  Columbia 72 

l>eputy  Collector  and  Inspector  of  Customs 20 

Deputy  Collector  of  Customs 29 

Deputy  Commissioner  of  Internal  Revenue • 31 

Deputy  Commissioner  of  Naturalization 689 

Deputy  Commissioner  of  Navigation Ig 

Deputy  Commissioner  of  Pensions 13 

Deputy  Comptroller  of  the  Currency . 70 

Deputy   Court  Clerk 35 

Deputy  Fire  Marshal  (Fire  Department) 279 

Deputy  Public  Printer— G.  P.  O 332 

Deputy  Superintendent  of  Insurance,  District  of  Columbia 142 

Deputy  Supervising  Insi)ector  General,  Steamboat-Inspection  Service 14 

Deputy  U.  S.  Marshal 323 

Designer,  Steel  Engraved  and  Plate  I'rinted  Paper  Securities — Bureau 

of  Engraving  and   Printing 356 
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Detective  Sergeant  (Police  Department) 

Detention  and  Reformatory  Service 912 

Die    Sinker-Router 867 

Dietetlca  (series  of  classes) 780 

Dietitian 789 

Dlnlng-Room  Work,  Kitchen  and  (serlee  of  ctesseB) 2S7 

Digest  Clerk,  Estimate,  and «7 

Digesting  and  Recording  S^les  (Mail,  File  and  Beoord  Service) 87 

Distributor,  Steel  Dies,  Rolls  and  Plates,  Bureau  of  Engraving  and  Print- 
ing   M 

Director  and  Chief  Engineer,  Reclamation  Service 686 

Director,  Bureau  of  Engraving  and  Printing 880 

Director,  Bureau  of  Foreign  and  Domestic  Commerce i 879 

Director,  Bureau  of  Industrial  Housing  and  Transportation 470 

Director,   Bureau   of   Mines : 667 

Director,  Bureau  of  Standards 789 

Director.  Bureau  of  War  Risk  Insurance 18 

Director,  Child  Hygiene  Division 716 

Director,  Child  Labor  Tax  Division 798 

Director,  C!ouncil  of  National  Defense 17 

Director,  Consular  Service 17 

Director,  Federal  Board  for  Vocational  Education 586 

Director,  Geological  Survey 777 

Director  General  United  States  Employment  Service 798 

Director  Legislative  Reference  Service.- 711 

Director  National  Park  Service 18 

Director   of   Americanization    Work 595 

Director  of  Children's  Work,  Public  Library— District  of  Columbia 713 

Director  of  Citizenship 689 

Director   of  Conciliation 797 

Director  of  Elementary  Instruction 590 

Director  of  Home  Economics  (Group) 593 

Director  of  Extension  Schools  (Group) 596 

Director  of  Kindergartens 589 

Director  of  Manual  Training 594 

Director  of  Penmanship 595 

Director  of  Sales.  War  Department 153 

Director  of  Special  Schools 596 

Director  of  Special  Subject   (Group) 591 

Director  of  Swimming ,  574 

Director  of  Training  Class,  Public  Library — District  of  CJolumbia 713 

Director  of  the  Census 831 

Director  of  the  Mint,  Treasury  Department 17 

Director  of  Valuation,  L  C.  C 150 

Director  of  Work  with  the  Blind— Library  of  Congress 711 

Director  States  Relations  Service 564 

r>irector  Women's  Bureau  (Police  Dept.) 817 

Disabled  Soldiers,  Superintendent  of.  Placement  of 795 

Disbursing  Officer ■ TO 

DIsinfector 447 

Distributor,  Steel  Dies,  Rolls  and  Plates— B.  E.  and  P 8OT 

Diver 447 

Division   School   Superintendent Wl 
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Docket  Service,  Court  Clerk  and 84 

Docketing   (services  of  classes) . 38 

EHKniments,  Superintendent  of  Public 165 

JDecuments  Division,  Chief  of,  Library  of  Congress 707 

I>og  Catcher 210 

I>omestic  Service 221 

Doorkeeper,  Library  of  Congress ^ 202 

Doorkeeper,  White  House : 203 

Draftsman.     (See  Architectural,  Arts,  and  Engineering  Services.) 
Draftsman,  Lithographic.    {See  Lithography,  Printing  Trades  Service.) 

Drawbridge  Operator 241 

Drawbridge  Operation  (series  of  classes) 241 

Dredge  Engineman 247 

Dredge  Fireman 245 

Dredge  Leverman 245 

Dredge  Oiler 245 

Dry  Cleaner 231 

Duplicating  Machine  Operators  (see  Mimeograph  or  Multigraph) 110 

Dynamo   Tender « 240 

E. 

Bcologist,  Plant 517 

Beology,  Plant  (series  of  classes) 516 

Seonomlc  and  Political  Science  Service ^ 576 

Economic  Ornithology  (series  of  classes) 545 

Economic  Ornithologist 547 

H)conomic  Science  (series  of  classes) 576 

ESconomics,  Agricultural  (series  of  classes) 454 

Bconomics,  Home,  Extension  Specialist  in 460 

ESconomics,  Social  (series  of  classes) 804 

Economist  577 

Economist.  Social   (Group) 806 

ttditing.  Indexing,  and  Proof  Reading  (series  of  classes) 44 

Editor  (Group) 46 

Editor  of  "Experimental  Station  Record,"  CJhief,  Office  of  Experimoit 

Stations  and 665 

Editorial   Assistant 45 

Education,  Commissioner  of 586 

Education;  Research  and  Administration  (s^ies  of  classes) 582 

Educational  Service 581 

E^clency  Engineering  (series  of  classes) 141 

Eight  Hour  Law  Inspector  D.  C 790 

Electric  Equipment  Operation  (series  of  classes) 230 

Electric  Switchboard  Operator 239 

Electrical  Construction,  Inspector 289 

Electrical  Engineer 688 

Electrical  Engineering  Aid 687 

Electrical  Engineering  Draftsman 687 

Electrical  Engineering  (series  of  classes) 687 

Electrician 414 

Electrical  Work  (series  of  classes) 413 

Electrotyper 340 

Sectrotype   Finisher 341 

Electrotype  Finisher  in  Charge — G.  P.  O 341 
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Electrotyper  in  Charge— G.  P.  O 841 

Electrotype  Helper 340 

Electrotyplng  and  Stereotyping  (series  of  classes) 340 

Elementary  School  Instruction  (series  of  classes) 587 

Elementary,  Teacher,  Schools 597 

Elevator  Operation  (series  of  classes) 415 

Elevator  Operator " 415 

Elevators  (Inspection)   (series  of  classes) 285 

Emergency  Rest  Room  Attendant 1 211 

Employment  (series  of  classes) 793 

Employment  Service,  Director  General,  U.  S —  793 

Engine  Room  Operation,  OflSce  Building  (series  of  classes) 347 

Engineer.     (See  respective  series  in  Engineering  Service.) 
Engineer,  Fire  Prevention.     (See  Fire  Service.) 

Engineering,  Efficiency  (series  of  classes) 141 

Engineering  Service 615 

Englneman  in  Charge 254 

Engiueman,  Industrial  Locomotive 243 

Englneman    Service 238 

Engraving  (series  of  classes) 343 

Engraved  Steel  Die  Finisher 361 

Engraved  Steel  Plate  Finisher 360 

Engraved  Steel  Plate  Finisher's  Assistant 360 

Engraved  Steel  Die  and  Plate  Prover 358 

Engraved  Steel  Plate  Hardener 350 

Engraved  Steel  Plate  Transferrer 362 

Engrosser , 481 

Entomologist   519 

Entomology  (series  of  classes) 518 

Entomology,  Bureau  of,  Chief-. 521 

Equipment  Service,  Supply  and 155 

Estimate  and  Digest  Clerk W 

Estimating,  Cost,  Buildings  (series  of  classes) 474 

Estimator  and  Jacket  Writer,  G.  P.  O 381 

Estimator   (Buildings) 474 

Ethnologist 522 

"Ethnology  (series  of  classes) 521 

Examination  and  Administration,  Civil  Service  (series  of  classes) 124 

IBiZamlner  of  Steam  Englnemen 258 

Examiner  in  Chief,  Patent  Office 758 

Examiner,  Civil  Service,  Chief 129 

Examiner,   Medical 722 

Examiner  of  Patent  Classification 756 

Examiner  of  Interferences  (Patents) 754 

Examiner  of  Interferences  (Trade-Marks  and  Designs) 755 

Examiner  of  Trade-Marks  and  Designs 753 

Examiner  Service,  Law  and 683 

Examiners,  Patent.     {See  Patent  Service.) 

Examining  Board,  Memt)er  of  (Schools) 588 

Executive  Officer  (Fire  Department) *._  275 

Executive  Secretary,  Board  of  Charities — D.  C 812 

Executive  Secretary,  Board  of  Children's  Guardians — D.  C 813 
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Executive  Secretary,  General  Civic  Center 570 

Exhibits  Assistant 47 

Exhibits  Director 48 

Exhibits  Model  Maker 448 

Exhibits  (series  of  classes) . 47 

Experiment  Stations,  Office  of.  Chief  and  Editor  of  Experiment  Sta- 
tion Record « 565 

Expert  Lithographic  Draftsman S69 

Explorer,  Agricultural 494 

Extension  Service,  Agricultural  Promotion  and ; 454 

Extension  Specialist  in  Agriculture 458 

Extension  Specialist  in  Boys*  Club  Work 459 

Extension  Specialist  in  Girls'  Club  Work 461 

Extension  Specialist  in  Home  Economics 460 

F. 

Farm  Foreman 261 

Farm,  Garden,  and  Park  Maintenance  Service 260 

Farm  Hand 260 

Farm  Loan  Board,  Federal,  Secretary  of 20 

Farm  Management,  Chief,  Office  of 457 

Farm  Products,  Marketing  (series  of  classes) . 463 

Farm  Superintendent 261 

Farming  (series  of  classes) : 260 

Federal  Board  for  Vocational  Education,  Director  of 586 

Federal  Court,  Clerk  of 88 

Federal  Prison  Administration  (series  of  classes) 212 

Federal  Prisons,  Superintendent  of 213 

Federal  Prohibition  Commissioner 19 

Federal  Reserve  Board,  Fiscal  Adviser j. 153 

Federal  Reserve  Board,  Secretary 20 

Federal  Trade  Commission,  Secretary 20 

Federal  Trade  Commission,  Chief  Economist 579 

Field  Aid  in  Spraying 583 

File  and  Record  Service,  Mall 87 

Filing  (series  of  classes) 91 

Film  Distribution  Clerk 53 

Finance  (see  Fiscal  and  Accounting  Service) 57 

Fine  Arts  (see  Arts  Service) 477 

Finger  Print  Classifying  (series  of  classes) 94 

Fire- Alarm  Operator  (Fire  Department) 182 

Fire-Alarm   Telephone  Operator  (Fire  Department) 184 

Fire  Boat,  Master 303 

Fire  Marshal  (Fire  Department) 279 

Fire  Prevention  Engineer 281 

Fire  Service 271 

Fire  Warden  (>fee  Fire  Service) 280 

Fireman  (Hand  Fired  Stationary  Boiler) 250 

Fireman,  Industrial  Locomotive 243 

Fireman-Laborer  (Ix)w  Pressure  Boiler) 247 

Fireman   (Mechanically  Fired  Stationary  Boiler) 251 

Fireman    (Portable  Boiler) 240 

First  Assistant  Examiner  of  Patent  Classification 756 
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First  AfiBhstant  Examiner  of  Trade-Marks  and  Designs 755 

First  Assistant  Patent  Examiner 751 

First  Assistant  Postmaster  General 25 

First  Assistant  Secretary  of  the  Interior 22 

First  Assistant  Secretary  of  State 26 

First  Assistant  Superintendent  of  Schools 387 

First  Oflteer,  National  Training  School  for  Boys •  21«5 

Firtt  Sergeant,  U.  S.  Park  Police 319 

Fiscal  Adviser,  Federal  Reserve  Board 153 

Fiscal  and  Accounting  Service 1_  j7 

Fiscal  Control  (series  of  classes) CT 

Fish  Culturist 416 

Fish  Distribution.     {See  Supply  and  Equipment  Service.) 

Fisheries,  Commissioner  of 508 

Fitter  (Artificial  Limb  Making) 406 

Flat  bed  Pressman 374 

Folding  or  Gathering  Machine  Operator 335 

Food   Inspector 286 

Food  Products  and  Live  Stock  Inspection  (series  of  classes) 286 

Food  Service,  Government  Hotels,  Superintendent  of 224 

Footman,  White  House 224 

Foreign  Affairs,  Research  Specialist  in 580 

Foreign  and  Domestic  (Commerce,  Chief,  Bureau  of 579 

Foreign  Relations  Correspondent 188 

Foreman,  Artificial  Limb  and  Orthopedic  Brace  Shoe  Shop 408 

Foreman  Binding  Section— G.  P.  O 339 

Foreman  Blacksmith ^ 110* 

Foreman  Bricklayer 411 

Foreman  Carpenter 412 

Foreman  CJlothing  Sorter  (Military) 413- 

Foreman,  Copper  t*late  Map  Engraving  (Greological  Survey) 355 

Foreman  Electrician 414 

Fqreman  Elevator  Operator 415- 

Foreman,  Engraved  Steel  Die  and  Plate  Proving  Section— B.  E.  &  P 35^ 

Foreman,  Engraved  Steel  Plate  Finishing  Section— B.  E.  &  P 361 

Foreman,  Engraved  Steel  Plate  Hardening  Section — B.  E.  &  P 359 

Foreman,  Engraved  Steel  Plate  Transferring  Section — B.  E.  &  P 363- 

Foreman,  Foundry  Section — G.  P.  0-, ^43. 

Foreman  Freight  Handler 418 

Foreman  Garbage  Collector 419 

Foreman  Gardener 264 

Foreman  Glass  Blower 420 

Foreman  Glass  Foundryman 421 

Foreman  Harness  Maker  and  Saddler .  423^ 

Foreman  Instrument  Maker 424 

Foreman  Lithographic  Pressman 366 

Foreman  Lithographic  Transferrer 367 

Foreman  Linotype  Section 384 

Foreman  Machinist 426 

Foreman  Mail  Bag  Equipment 428 

Foreman  Mailer  and  Wrapper 429 

Foreman,  Metal  Mixing  Section — G.  P.  O 400 

Foreman,  Miscellaneous  Section — B.  E.  &  P 396 
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Foremaa,  Money  Order  Secti<m — O.  P.  O 881 

Foreman,  Monotype  Section— G.  P.  O 887 

Foreman  of  Cleaners  [Building] 28* 

Foreman  of  Park  Constraotioa 26T 

Foreman  of  Park  Maintenance 28T 

Foreman  of  Section,  Binding  Division— B.  B.  &  P Wt 

Foreman  Office  Appliance  Repairman 481 

Foreman  Optical  Worker 422 

Foreman  Packer 482 

Foreman  Painter 488 

Foreman,  Paper  Wetting  Sectlcm— B.  E.  A  P 80& 

Foreman  Pattern  Maker  (Wood) 488 

Foreman,  Plate  Printing  Section 872 

Foreman  Plumber 485 

Foreman,  Presswork  Section 876 

Foreman,  Printing  Section — Government  Printing  Office 880 

Foreman,  Proof  Section — Govemmtfit  Printing  Office 801 

Foreman  Rag  Washer , 286 

Foreman  Rubber  Stamp  Making — Departm^it  of  Agriculture 400 

Foreman  Shoemaker 486 

Foreman  Steamfitter 437 

Foreman,  Street  Cleaning , ; 488 

Foreman  Tailor 440 

Foreman  Tinsmith  and  Sheet  Metal  Worker 444 

Foreman  Wheelwright 440 

Forest  Service,  Chief  of 648 

Forester 642 

Forestry  (series  of  classes) 640 

Forewoman — ^B.  B.  &  P 896 

Foundryman 417 

Foundry  Offlceman — G.  P.  O 342 

Foundry  Section,  Foreman — G.  P.  O 343 

Fourth  Assistant  Patent  Bxamlner ! 740 

Fourth  Assistant  Postmaster  General 24 

Fright  Handler 417 

Freight  Handling  and  General  Labor  (series  of  classes) 417 

Fruit  and  Vegetable  Utilization  Technologist 524 

Fruit  and  Y^etable  Utilization  (series  of  classes) 822 

Fungicides,  Inspector  of  Insecticides  and 200 

G. 

Game  Warden,  U.  S 320 

Garage  Superintendent-^ 400 

Garbage  CJollector 418 

(Garbage  Collection  (series  of  classes) 418 

Garden  Superintendent 265 

Garden  and  Park  Maintenance  Service,  Farm 260 

Gardener 264 

Gardener's  Helper 268 

Gardening  (series  of  classes) 268 

Gas  and  Meters,  Inspector  of.  Chief 288 

Gas  Bngine  Operation  (series  of  classes) 242 

Gas  Engineman— D.  C.  Water  Dept 242 
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Oaa  Meter  Inspector 287 

General  Blacksmith 410 

General  Carpenter 412 

General  Land  Office,  Commissioner  of  the 14 

General  Machinist *. 425 

General  Manager,  Government  Hotels 22S 

General  Painter ^ 432 

General  Reporter 190 

General  Secretary  of  Community  Organization,  District  of  Columbia 571 

General  Tabulating  Machine  Operator 816 

Geodetic  Engineer.     {See  Hydrographic  and  Geodetic  Bngineer.) 

Geodetic  Survey,  Superintendent,  Coast  and 651 

Geological  Survey,  Director 777 

Geologist 776 

Geology  (series  of  classes) 774 

Geometric  Lathe  Operator 358 

Girls*  Club  Work.     {See  Agi'icultural  Promotion  and  Extension  Service.) 

Glass  and  Optical  Work  (series  of  classes) 422 

Glass  Blower 420 

Glass  Foundryman 421 

Glue  and  Gum  Maker,  Paste 4^ 

Governmental  Accounting 76 

Governmental  Accounting  (series  of  classes) 78 

Governmental  Auditing  (series  of  classes) 79 

Graduate  Nurse 742 

Greenhouse  Attendant 200 

Guard  (Building) 201 

Guarding  (series  of  classes) 1 214 

Guide,  Bureau  of  Engraving  and  Printing 50 

Gum  Maker,  Paste,  Glue  and 449 

H. 

Hardener,  Engnived  Steel  Plate 359 

Hardening  Section,  Foreman,  Engraved  Steel  Plate 359 

Harness  Maker  and  Saddler 428 

Harness  Making  and  Saddler  (series  of  classes.) 423 

Hat  Repairer 448 

Head  Accountant : 59 

Head  Accountant  (Common  Carrier) 65 

Head  Actuarial  Clerk 451 

Head  Address  Plate  File  Clerk 114 

Head  Addressing  Machine  Clerk 115 

Head  Animal  Keeper . 270 

Head  Baker ^ 220 

Head  Charwoman 205 

Head  Cleaner  (Building) 203 

Head  Clerical  Administrator  (Group) •_  8 

Head  Clerk  (Group) 6 

Head  Commissary  Clerk 167 

Head  Copy  Editor 390 

Head  Dietitian 740 
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Head  Docket  Clerk  (Group) 41 

Head  Duplicating  and  Addressing  Clerk 116 

Head  Examiner   (Group) 695 

Head  File  and  Record  Clerk  (Group) 03 

Head  Finger  Print  Classifier 95 

Head  Guard  (Detention  or  Reformatory) , 215 

Head   Income  Tax  Accountant 85 

Head  Laundry  Operator 233 

Head  Linotype  Machinist 384 

Head  Mail  Clerk 100 

Head  Matron   (Detention  or  Reformatory) 1_  216 

Head  Meat  Cutter 230 

Head  Monotype  Machinist 386 

Head  of  Department,  High  School ^ 004b 

Head  Personnel  Clerk  (Group) 132 

Head  Plateman 387 

Head  Property  Accounts  Examiner  (Group) 158 

Head  Reconstruction  Aid  in  Occupational  Therapy 746 

Head  Reconstruction  Aid  in  Physiotherapy 747 

Head  Recorder 90 

Head  Reviser 890 

Head  Seamstress 236 

Head  Securities  Clerk 177 

Head  Statistical  Clerk   (Group) 826 

Head  Storekeeper 168 

Head  Stenographer 193 

Head  Supplies  Clerk 172^ 

Head  Teacher,  High  School 604 

Head  Time  and  Pay  Roll  Clerk 138 

Head  Waiter 281 

Health  Officer— District  of  Columbia 727 

Helper — ^Apprentice,  Mechanical  Trades  (Group) 430 

Helper— <^.  P.  O ^- 892 

Helper,  Mechanical  Trades 429 

High  School  Instruction  (series  of  classes).. 602 

High  School  Librarian 705 

High  School,  Teacher  (Group) 602 

High  School,  Teacher — Orchestral  Music .  603 

High  School,  Teacher 602 

Highway  Engineer 645 

Highway  Engineer   (K4>rles  of  classes) 644 

Historian - 49 

Historical  Research  Assistant 49 

History  (series  of  classes) 49 

History,  Museum  (series  of  classes) 538 

Hoisting  Engineman   249 

Home  Economics.     (See  Ekiucational  Service.) 

Home  Economics,  Extension,  Agricultural  and  (series) 457 

Home  for  the  Aged  and  Infirm,  Superintendent 814 

Horticulture   (series)    524 

Horticulturist - 525 

Hospital  Attendance  (series  of  classes) 740 

Hospital    Attendant 741 
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Hospital  Charge  Attendant _^  741 

Hospital  Nurse.     (See  Nursing  Service.)  t 

Hospital    Orderly 740 

Hotel  Management  <series  of  classes) 222^ 

Hours  of  Service,  Chief  Inspector  of,  I.  0.  0 TIK^ 

House  Attendance — White  House 224 

Housekeeper 226 

Housekeeping  (series  of  classes) 221 

House  Manager,  Government  Hotels 222 

Housing. and  Transportation,  Director,  Bureau  of 4T0 

Husbandman,  Animal 526 

Husbandry,  Animal  (series  of  classes) 52^ 

Husbandman,  Dairy  529 

Husbandry,  Dairy  (series  of  classes) 526 

Hydraulic  and  Cteodetic  Ehigineer 650 

Hydraulic  and  Geodetic  Engineering  (series  of  classes) .__  649 

Hydraulic  and  Plater  Press  Gperater — ^B.  B.  ft  P 996 

Hydraulic  and  Plater  Press  Packer 386 

Hydraulic   Engineer 647 

Hydraulic  Engineering  (series  of  classes) 648 

Hygiene,  Child  (series  of  classes) 716> 

Hygiene,  Social  (series  of  classes) 809 

I. 

Ice  Plant  Laborer 2a& 

Identification  Expert  (Police  Dept) 314^ 

Illustrating  (series  of  classes) 47T 

Illustrations  Assistant 51 

Immigration,  diommissioner  General  of 14 

Income  Tax  Accounting  (series  of  classes) 83- 

Income  Tax  Audit  Clerk 86 

Income  Tax  Unit,  Training  Division,  Chief  of 61# 

Indexing,  Editing,  and  Proof  Reading  (series  of  classes) 44 

Indian  Alfkirs,  Commissioner  of 15 

Indian  Education,  Chief  of  Schools  Section 613 

Indian  Welfare  Agent 810 

Industrial  Home  School,  Superintendent  of 21<^ 

Industrial  Locomotive  Operation 243 

Industrial  Truck  Operator 445 

Information  Aid 51 

Information  Assistant 52 

Information,  Departmental  (series  of  classes) 49 

Information    Director 53 

Information,  Public  (series  of  classes) 51 

Information  Service,  Departmental  Publications 43 

Ink  Maker ^ 448 

Insect  Pathologist 550 

Insect  Pathology  (series  of  classes) 650 

Insecticides  and  Fungicides,  Inspector  of 299 

Inspecting  Engineer.    (See  Engineering  Service.) 

Inspection  of  Buildings  (series  of  classes) , 473 

Inspectional  Service,  Investigational  and 282 

Inspector,  Detective  Bureau  (Police  Department) 315 
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Inspector,  Electrical  Construction 280 

Inspector,  Medical,  Public  Schools 726 

Inspector  (Fire  Department) 278 

Inspector  General,  Steamboat-Inspection  Service,  Supervising 657 

Inspector  (Police  Department) 311 

Inspector  of  Accident  Hazards — ^War  Department 208 

Inspector  of  Buildings — District  of  Columbia 474 

Inspector  of  City  Refuse 283 

Inspector  of  Claims,  Office  of  (Corporation  (jounaei 208 

Inspector  of  Elevators 285 

Inspector  of  Federal  Prisons 213 

Inspector  of  Insecticides  and  Fungicides 200 

Inspector  of  Live  Stock  Shipments,  Bureau  of  Animal  Industry 287 

Inspector  of  Locomotives 201 

Inspector  of  Plant  Protection  Division — Air  Service 200 

Inspector  of  Railroad  Safety  Appliances 202 

Inspector  of  Steam  Boilers 258 

Inspector  of  Street  Lighting 288 

Inspector  of  Subsistence  Supplies — War  Department 200 

Inspector  of  Supplies  and  Materials 200 

Inspector  of  Transportation  Utilities 204 

Institutional  Teacher  (Academic  Subjects) 612 

Institutional  Teacher   (Vocational) 611 

Instructor  of  Supercargoes 613 

Instrument  Maker 424 

Instrument  Making  (series  of  classes) 424 

Instrument  Man.     {See  Civil  Engineering.) 

Insurance  Expert 142 

Insurance  Expert  (series  of  classes) 142 

Insurance,  Superintendent  of,  District  of  Columbia 11 

Insurance,  War  Risk,  Director,  Bureau  of— 38 

Interferences,  Patent,  Examiner  of 754 

Internal  Revenue,  Commissioner  of 15 

International  Canadian  Boundary  Commissioner 628 

Interstate  Commerce  CJommission,  Clerk 21 

Interstate  C<Mnmerce  Commission,  Secretary 21 

Investigation,  Bureau  of,  Caiief 322 

Investigaticmal  and  Inspectional  Service 282 

Investigator,  Board  of  Charities — District  of  Columbia 812 

Investigator,  Board  of  Children's  Guardians — District  of  Columbia 812 

Investigator  In  Stock  Poisoning 567 

Investigator,  U.  S.  Employees  Compensation  Commission 705 

Irrigation  Engineers.    (See  Civil  Engineer.) 

.     J. 

Janitor 207 

Janltor-Engineman , 208 

Janitor  Service,  Custodial  and 100 

Janitorial  Work  (series  of  classes) — 207 

Junior  Accountant 58 

Junior  Accountant  ((Ik>mmon  Carrier) 64 

Junior  Accounting  Clerk 78 

Junior  Aeronautical  Engineer 610 
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Junior  Agricultural  EkM>nomist 454 

Junior  Agronomist - 405 

Junior  Aid  in  Chemistry 705^ 

Junior  Aid  in  Physics 786 

Junior  Animal  Husbandman 526 

Junior  Animal  Parasitologist 548 

Junior  Apiculturist , 498 

Junior  Aquatic  Biologist 506 

Junior  Architectural  Draftsman ^ 46S 

Junior  Architectural  Engineer 471 

Junior  Assessment  Clerk 31 

Junior  Attorney C84 

Junior  Audit  Clerk «. 7ft 

Junior  Automatic  Addressing  Machine  Operator lift 

Junior  Bacteriologist 50:> 

Junior  Building  Custodian 2ur> 

Junior  Building  Fire  Warden 28r) 

Junior  Cashier ^  6t» 

•Junior  Cataloger  and  Classifier 701 

Junior  Ceramic  Engineer fi2& 

Junior  Chemist 770 

Junior  Civil  Engineer 632 

Junior  Civil  Service  £2xaminer 125 

Junior  Clerical  Administrator  (Group) 7 

Junior  Clerk 105 

Junior  Commissary  Clerk 166 

Junior  Commodity  Expert  (Group) 130 

Junior  Ck>pper  Plate  Engraver  (Group) 352 

Junior  Correspondence  Clerk 185 

Junior  Counter 107 

Junior  Court  Assistant 34 

Junior  Dairy  Husbandman 529 

Junior  Dairy  Manufacturing  Specialist 514 

Junior  Dairy  Products  Utilization  Agent 462 

Junior  Departmental  Postal  Clerk IQO 

Junior  Digest  Clerk 87 

Junior  Director  of  Kindergartens 588 

Junior  Disbursing  Officer 77 

Junior  Director  of  Home  Economics  (Group) 502 

Junior  Docket  Clerk 30 

Junior  Economic  Ornithologist 545 

Junior  Economist 576 

Junior  Efficiency  Expert 141 

Junior  Electrical  Engineer _^ 637 

Junior  Engineering  Aid '. 617 

Junior  Entomologist 518 

Junior  Examiner   (Group) 603 

Junior  Exhibits  Director 48 

Junior  File  and  Record  Clerk 91 

Junior  Finger  Print  Classiiler : 94 

Junior  Fish  Distribution  Clerk 165 

Junior  Forest  Aid 640 

Junior   Forester 641 
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Junior  Fruit  and  Vegetable  Utilization  Technologist 522 

Junior  Geologist 774 

Junior  Governmental  Accountant 75 

Junior  Guard  (Detention  or  Reformatory) 214 

Junior  Horticulturist - 524 

Junior    Illustrative    Draftsman 478 

Junior  Income  Tax  Accountant 84 

Junior    Indexer j. 44 

Junior  Information  Clerk   (Group) 49 

Junior  Information  Director 52 

Junior  Inspector  of  Weights  and  Measures 295 

Junior  Laboratory  Aid 531 

Junior  Laboratory  and  Field  Aid 532 

Junior  I^nd  Appraiser 30 

Junior  Landscape  Architect 651 

Junior   Library   Assistant 698 

Junior  Library  Assistant  in  Charge,  Departmental  Library 792 

Junior  Lithographic   Draftsman 368 

Junior  Mail  Dispatching  Clerk 98 

Junior  Mail  Routing  Clerk 97 

Junior  Marine  Engineer - 654 

Junior  Marketing  Specialist  (Group) 469 

Junior  Materials  Engineer   (Group) ' 658 

Junior  Mathematical  Astronomer , 767 

Junior  Mathematician 777' 

Junior   Mechanical   Engineer 662 

Junior  Mechanical  Tabulation  File  Clerk 822 

Junior  Medical  Officer  (Group) 718 

Junior  Messenger 102 

Junior  Metallurgist 780 

Junior  Meteorologist 783 

Junior  Microanalyst 534 

Junior  Microbiologist 536 

Junior  Mining  Engineer 665 

Junior  Multiplex  Operator 181 

Junior   Mycologist  -_ /_ 536 

Junior  Nautical  Engineer 668 

Junior  Naval  Architect 670 

Junior  Nematologist - 541 

Junior  Ornithologist 543 

Junior  Personnel  Clerk 130 

Junior  Personnel  Inspector 135 

Junior  Petroleum  Engineer :. 674 

Junior  Pharmacognosist 553 

Junior  Pharmacologist 728 

Junior  Physicist z. 786 

Junior  Plant  Ecologlst 516 

Junior  Plant  Pathotogist x.  551 

Junior  Plant  Physiologist 555 

Junior  Pomologist 558 

Junior  Preparator 533 

Junior  Private  (Fire  Department) 272 

Junior  Private  (Police  Department) 806^ 
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JuDior  Private,  Woman's  Bui*eau  (Police  DemrtmeDt) 316 

Jtmior  Private  Secretary 191 

Jtinlor  Property  Accounts  Examiner 157 

Junior  Publications  Clerk 55 

Junior  Publications  Distributor * 163 

Junior  Purchasing  Agent 161 

Junior  Purchasing  Office  Clerk— ^ 159 

Junior  Recorder 88 

Junior  Reporter 188 

Junior  Research  Translator  (Group) 834 

Junior  Seed  Botanist 510 

Junior  Securitlea  Clerk 176 

Junior  Shipping  Clerk .' 162 

Junior  Social  Economist 804 

Junior  Soil  Bacteriologist 503 

Junior  Special  Librarian,  Departmental  Library  (Group) 708 

Junior  Specialist  In  Education  (Group)— 682 

Junior  Statistical  Clerk 824 

Junior  Statistician 827 

Junior  Steel  Engraver  (Square  Lettering) 844 

Junior  Steel  Engraver  (Script  Lettering) : 844 

Junior  Steel  Engraver  (Ornaments) 345 

Junior  Steel  Engraver  (VignetteB) 345 

Junior  Steel  Engraver  (Portraits) u 345 

Junior  Stenographer 192 

Junior  Stenographer-Clerk « 194 

Junior  Storekeeper 167 

Junior  Stores  Cnerk  (Military  and  Naval) 169 

Junior  Supplies  Clerk 171 

Junior  Systematic  Botanist 512 

Junior  Teacher,  Normal  School  (Group) 606 

Junior  Telegrapher 179 

Junior  Telephone  Operator 182 

Junior  Teller 62 

Junior  Time  and  Pay  Roll  Clerk 136 

Junior  Traffic  Expert 147 

Junior  Translator  (Group) 832 

Junior  Transportation  Rate  Ca»k 145 

Junior  Transportation  Rate  Expert 146 

Junior  Typist 196 

Junior  Typist-Clerk 1 197 

Junior  Verifier 110 

Junior  Veterinarian : 731 

Junior  Veterinary  Bacteriologist 733 

Junior  Veterinary  Pathologist .-  785 

Junior  Zoologist : 860 

Juvenile  Court,  Clerk  of 36 

Juvenile  Court,  Probation  Officer ' 806 

K. 

Kindergartner iOT 

Kitchen  Helper 227 

Kitchen  and  Dlntng  Room  Work  (series  of  classes) 227 

Knife  Grinder 449 
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Labor  and  School  Law  Enforcement  (series  of  classes) 797 

Labor  Conciliation  (series  of  classes) \. 7d6 

Labor  Ck)ncillator 7d6 

Labor  Gang  Boss. 418 

Labor  Service,  Skilled  Trades  and 402 

Labor  Statistics,  Ck)mmissioner  of 808 

Laborer  : ^ 417 

Laboratory  Aid 532 

Laboratory  and  Field  Aid L.! 532 

Laboratory  and  Field  Assistants  (series  of  classes) 531 

Laboratory  Helper 449 

Land  Appraisal  (series  of  classes)^ 30 

Land  Appraisals,  Supervisor  of,  I.  C.  C . 636 

Land  Office,  CJonunission  General  of  General 14 

Landscape  Architect 653 

Landscape  Architecture  (series  of  classes) 651 

Landscape  Draftsman _ 651 

Laundiress , 231 

Laundry  Machine  Operator 232 

Laundry  Marker  and  Assorter ; 232 

Laundry  Supervisor : 234 

Laundry  Work  (series  of  classes) 231 

Law  Assistant :- 688 

Law  Librarian,  Library  of  Congress 711 

Law  and  Examiner  Service 683 

Leather  Cutter 335 

Leather  Worker  (Artificial  Limb  Making) 406 

Legal  Examining  Work  (series  of  classes) j: 692 

Legal  Work  (series  of  classes) . 688 

Legislative  Reference  Service,  Director  of  the 711 

Llbrariaa,  Public  Library — District  of  Columbia 714 

Library  Aid 698 

Library  Assistant 699 

Library  Assistant  in  Charge,  Departmental  Library 703 

Librarian  of  Congress,  Assistant 712 

Library  of  Congress  (series  of  classes) 705 

Library  Service 697 

Lieutenant   (Fire  Department) 274 

Lieutenant,  Harbor  Police  (Police  Department) 310 

Lieutenant  of  the  Guard 201 

Lieutenant,  Police  Department ^ . 309 

Lieutenant,  U.  S.  Park  Police 319 

Life  Guard 573 

Lighthouses,  (Commissioner  of , 635 

Linotype   Machinist 383 

Llnotyi)e  Machinist  Operator 383 

Linotype  Machinist's  Helper 383 

Linotype  Operator ! 382 

Lithography  (series  of  classes) 364 

Lithographic  Apprentice - 365 

Lithographic  Multi-Color  Rotary  Pressman 366 

Lithographic  Press  Feeder 364 
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Lithographic  Press  Helper 364 

Lithographic  Process  Plate  Maker 968 

Lithographic  Rotary  or  Flatbed  Pressman 365 

Lithographic  Stone  and  Plate  Preparer 367 

Lithographic  Transferer 866 

Live  Stock,  Food  Products  and  (inspection)   (series  of  classes) 286 

Liocomotive  Englneman,   Industrial 1 243 

liOcomotlve  Fireman,  Industrial 243 

Locomotives,  Inspector  of 291 

M. 

Machine    Operator 430 

Machine  Operator  (Light) ^ i,  392 

Machinist  Work  (series  of  classes) 425 

Mail  Bag  Patch  Fitter 428 

Mail  Bag  Repairer 428 

Biail  Bag  Sewer 427 

Mail  Bag  Work  (series  of  classes) 427 

Mail  Handling  (series  of  classes) 97 

Mailer  and  Wrapper 429 

Mail,  File  and  Record  Service - : 87 

Mail  and  File  Administration 96 

Mailing  and  Wrapping  (series  of  classes) 429 

Maker-up L . 379 

Maker-up  in  Charge 380 

Manager  of  Wire  Communications  (Group) 181 

Manager  of  Work — ^Bureau  of  Bngraving  and  Printing 329 

Manager  of  Work-— G.  P.  O 331 

Manual  Training,  Director  of 594 

IM^anufacturing  Specialist,  Dairy 515 

Manuscripts  Division,  Chief  of.  Library  of  Congress 708 

Map  Draftsman.     (See  Cartographic  Engineer.)  • 

Map  Modeler,  Relief 481 

Map  Modeling  (series  of  classes) 481 

Maps  and  Charts  Division,  Chief  of,  Library  of  Congress 708 

Marbler ' 336 

Marine  Engine  Draftsman — • 654 

Marine  Engine  Operation  (series  of  dasses) 244 

Marine  Engineer 656 

Marine  Engineering  (series  of  classes) 654 

Marine  Engineering  Draftsman 664 

Marine  Bnglnftinan   (Gasoline) 243 

Marine  Engineman  (Steam) 245 

Marine   Fireman 244 

Marine  Operating  Service 300 

Marine  Shipping  Expert   (Group) 143 

Marine  Shipping  (series  of  classes) 143 

Market  Master  (District  of  Columbia) 209 

Marketing,  Farm  Products  (series  of  classes)-- 463 

Marketing   Specialist    (Group) 465 

Markets,  Supt.  of  Weights,  Measures,  and  Snpt.  of— District  of  Columbia.  19 

Markets,  Bureau  of,  Chief 466 

Marshal,  U.  S ^^* 324 
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Marshal,  U.  S.  Court,  Customs  Appeals 825 

Mason.     (See  Bricklayer.) 

Master  Copper  Plate  Bngraver  (Group) 353 

Master,  Derrick   boat 902 

Master,  Ferryboat 302 

Master,  Tire   boat 308 

Master,  Hydraulic   Dredge 808 

Master,  Snag   Boat 808 

Master  SteerEngrfkyer  (Square  Lettering) 846 

Master  Steel  Engraver  (Script  Lettering) 846 

Master  Steel  Bngraver  (Ornaments) 847 

Master  Steel  Engraver  (Portraits) 847 

Master  Steel  Engraver  (Vignettes) 847 

Master,  Tug 304 

Mate,    Dredge 302 

Mate,    Ferryboat -  301 

Materials  and  Supplies  (Inspection  of) 289 

Materials,  Engineer    (Group) ' 660 

Materials  Engineering  Aid 657 

Materials  Engineering  (series  of  classes) 657 

Mathematical   Astronomer 768 

Mathematician 779 

Mathematics  (series  of  classes) 777 

Matron ^- 226 

Matron    (DeteQtion  or  Reformatory) 215 

Matron,  St.  Elizabeths  Hospital 236 

Mattress  Maker,  Upholsterer  and 450 

Meat  Cutter ^ 280 

Meat  Inspector,  Bureau  of  Animal  Industry 286 

Mechanical  Appliance  Operating  (see  Office  Appliance  Operating  Serv- 
ice)   112 

Mechanical  Calculating  (series  of  classes) 120 

Mechanical  Engineer 668 

Mechanical  Engineering  Aid 661 

Mechanical  Engineering  Draftsman 661 

Mechanical  Engineering  (series  of  classes) 661 

Mechanical  Helpers  (series  of  classes) 429 

Mechanical  Tabulation  Coder 821 

Mechanical  Tabulation  Examiner  (Group) 817 

Mechanical  Tabulations  (s^es  of  classes) 816 

Medical  Adviser 728 

Medical  Examiner 722 

Medical  Inspector,  Contagious  Diseases — ^District  of  Columbia 725 

Medical  Inspector,  Public  Schools 726 

Medical  Officer  (Group) 720 

Medical  Referee,  Pension  Office 728 

Medical  Reviewer 722 

Medical  Service ■-.. -  715 

Medicine  (series  of  classes) 718 

Member,  Advisory  Tax  Board 579 

Member,  Board  of  Supplies  Inspection — ^P.  O.  D^t 289 

Member  of  Examiner  Board 588 

Member,  Valuation  Advisory  Board — Interstate  Commerce  Commission..  150 
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Messenger  Service  (series  of  classes) 102 

Metallurgist 781 

Metallurgy  (series  of  classes) 780 

Meteorologist ^ 784 

Meteorology  (series  of  classes) 782 

Meter  Gas,  Inspector 288 

Microanalysis  (series  of  classes) 534 

Microanalyst 535 

Microbiology  (series  of  classes) _— 1 53S 

Microbiologist : 537 

Migratory  Bird  Warden,    (See  Game  Warden.) 

Military  Instructor,  mgh  School 603 

Military  and  Naval  Storekeeping  (series  of  classes) 16^ 

Military  Employment  Agent 794 

Military  Welfare  Investigator • 810 

Mimeograph  Operator - 119 

Mines,  Director,  Bureau  of 667 

Minimum  Wage  Board,  District  of  CJolumbia,  Secretary 80O 

Mining  Engineer 666 

Mining  Engineering  Aid 664 

Mining  Engineering  (series  of  classes) i: 664: 

Mint,  Director  of  the.  Treasury  Department 17 

Miscellaneous  Applicance  Operator 122 

Miscellaneous  CUerical  Service . 105- 

Model  Maker.  Exhibits 448 

Model  Teacher 600 

Modeler,  Map,  R^Ief . 481 

Modeling,  Map  (series  of  classes) 481 

Money  and  Tissue  Separator 394 

Monotype  Gasterman 385- 

Monotype  Keyboard  Operator . —  385 

Monotype  Machinist 88^ 

Monotype  Machinist's  Helper 885 

Morgue  Master — ^District  of  Columbia 210 

Motion  Picture  Director 54 

Motion  Picture  Expert '. 54 

Motion  Picture  Title  Card  Printer 401 

Motion  Pictures  (series  of  classes) 58 

Motorcycle  Messenger 102: 

Motor  Transportation  Expert,  Public  Health  Service 158 

Multigraph  Operator , '-  119- 

Museum  Historian 539 

Museum  History  (series  of  classes) 538 

Museum  Modeler : 483 

Museum  Preparator 484 

Museum  Work  (series  of  classes) ^^ 482 

Music  Division,  Chief  of  Library  of  Congress 708 

Music  («66  Arts  Service) - 486 

Music,  Teacher,  High  School,  Orchestral . 603 

Musician  (Band  or  Orchestra)  (Group) ^..^ 486 

Mycologist 540 

Mycology  (series  of  classes) 530- 
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National  Bank  Redemption  Agency,  Superintendent 09 

National  Park  Service,  Director ^ 18 

National  Training  School  for  Boys,  Superintendent 219 

National  draining  School  for  Oirls,  Superintendent 217 

National  Zoological  Park,  Superintendent 563 

Naturalization,  Commissioner  of 690 

Nautical  Engineer 66? 

Nautical  Engineering  (series  of  classes) 668 

Naval  Architect 672 

Naval  Architecture  (series  of  classes) 670 

Navigation,  Commissioner  of 16 

Nematologlst  and  Technologist 542 

Nematology  (series  of  classes) 541 

Night  School,  Teacher  (Group) 610 

Normal  School  Teacher 607 

Normal  School  Instruction  (series  of  classes) 606 

Nursing,  C^eneral  (series  of  classes) 742 

Nursing  Service , 789 

Nursing,  Public  Health  (series  of  classes) 745 

O. 

Observer  In  Meteorology 782 

Office  Appliance  Operating  Service 112 

Office  Appliance  Repairman \ 430 

Office  Appliance  Repairing  (series  of  classes) 430 

Office  Boy  (see  Messenger  Service) 248 

Office  Building  Bngineman 248 

Office  Building  Engine  Room  Operation  (series  of  classes) 247 

Office  of  Farm  Management,  Chief 457 

Office  Man  (Congressional  Printing) — G.  P.  O ^ 381 

Offset  Pressman , 865 

Oiler  (Power  Plant) 252 

Optical  Worker 422 

Orchardlst 262 

Orchestral  Music,  Teacher,  High  School 603 

Ordnance  Ehigineer 673 

Ordnance  Engineering   (series  of  classes) 673 

Organist  and  Choir  Leader , 487 

Ornithologist   645 

Ornithology  (series  of  classes) 543 

Ornithologist,    Economic 547 

Ornithology,  Economic  (series  of  classes) 545 

Orthopedic  Brace  Maker : 407 

Orthopedic  Shoemaker 407 

Osteologist   484 

Overseer,  Experimental  Textile  Mill 443 

P. 

Packer 481 

Packing  (series  of  classes) 481 

Painting  (series  of  classes) 482 
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Paper  Cutting  Machine  Operator 393 

Paper  Maker 449 

Paper    Ruler 336 

Paper  Security  Examiner 894 

Paper  Security  Referee 395 

Paper  Wetting  Machine  Operator 396 

Parasitologist,  Animal 549 

J^arasitology,  Animal  (series  of  classes) 648 

Parcel  Checker ^ 211 

Park  Division  Supervisor 268 

Park    Laborer 266 

Park  Maintenance  and  Construction  (series  of  classes) 266 

Park   Patrolman 317 

Park  Service,  Director,  National 18 

Parole  Officer,  National  Training  School  for  Boys 218 

Parole  Secretary  (Federal  Prisons) 212 

Paste,  Glue,  and  Gum  Maker 449 

Patent  Adviser 761 

Patent  Expert 761 

Patent  Investigator 760 

Patent  Examiners  (see  series  under  Patent  Service). 

Patent  Law  Examiner 756 

Patent  Office,  Board  of  Appeals,  U.  S.,  Clerk 42 

Patent  Office  Work,  United  States  (series  of  classes) 749 

Patent  Service 749 

Patent  Solicitor 760 

Patents,  Commissioner  of 750 

Pathologist,  Insect 650 

Pathology,  Insect  (series  of  classes) 650 

Pathologist,    Plant 563 

Pathology,  Plant  (series  of  classes) 651 

Pathology,  Veterinary  (series  of  classes) 735 

Patrolman,     i^ee  Police  Service) * i 305 

Pattern  Maker  (Wood) 434 

Pattern  Making  (Wood)  (series  o  f classes) 433 

Payroll  Clerks,  Time  and  (series  of  classes) 135 

Penmanship,  Director  of 506 

Pensions,  Commissioner  of 16 

Periodicals  Division,  Chief  of,  Library  of  Ck)ngress 700 

Personnel  Office,  Officer 133 

Personnel  Service 124 

Personnel  Work,  General  (series  of  classes) 130 

Petroleum  Engineer ^ 675 

Petroleum  Engineering  (series  of  classes) 674 

Pharmacist 730 

Pharmacognosist 666 

Pharmacognosy  (series  of  classes) 553 

Pharmacologist   729 

Pharmacology  (series  of  classes) 728 

Pharmacy  (series  of  classes) 730 

Philatelist 714 

Photo  Negative  Cutter 367 

Photographer -  489 


• 
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Photographic  Laboratory  Aid 488 

Photographic  Laboratory  Helper 488 

Photography   (series  of  classes) 488 

Photostat  Operator.     (See  Photography  Series.) 
Physician.    (8ee  Medical  Service. ) 

Physician  to  tbe  Poor— District  of  Columbia 728 

Physical  Science  Service ; 763 

Physicist : 788 

Physics  (series  of  classes) 786 

Physiologist,  Plant 555 

Physiology,  Plant  (series  of  classes) 555 

Pilot,  Tug 301 

Placement  Agent  for  Disabled  Soldiers 794 

Plant  Ecologist 517 

Plant  Eology  (series  of  classes) 516 

Plant  Industry,  Bureau  of,  Chief 558 

Plant  Pathologist 553 

Plant  Physiology 651 

Plant  Physiologist 556 

Plant  Propagator,  Special 265 

Plaster  Moulder  (Artificial  Limb  Making) 406 

Plasterer 434 

Plate  Printers'  Assistant— B.  E.  &  P 371 

Plate  Printing  (series  of  classes) 370 

Plateman— G.  P.  O , 387 

Play  .  Leader 572 

Playground  Director 573 

Plumber 435 

Plumbing  (series  of  classes) 435 

Police  Court,  Clerk  of 36 

Police  Court,  Probation  Officer 803 

Poli<?e  Matron   (Police  Department) , 315 

Police  and  Criminal  Investigation  Service 305 

Policing— District  of  CJolumbla 306 

Policing — ^Parks  (series  of  classes) 317 

Political  Science  Service,  Economic  and 576 

Political  Science  (series  of  classes) 580 

Pomologist 550 

Pomology  (series  of  classes) 558 

Portable  Engine  Operation  (series  of  classes) • 249 

Porter,    Shop 445 

Postmasters  General,  Assistant  (series  of  classes) 24 

Postal  Card  Bander 401 

Postal  Clerks  (series  of  classes) : 1(X) 

Posting  Machine  Operator 118 

Post  Office  Inspector,  Chief 323 

Poultry  Man ' 262 

Pound  Master,  District  of  Columbia 210 

Power  Plant  Operation  (series  of  classes) 250 

Power  Plant  Superintendent  (see  Mechanical  Engineer). 

Practical    Nurse 742 

Precinct  Detective   (Police  Dept.) 312 

Prepa^ator  [Biological  and  Physical  Science  Series] 534 


» 
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Pate. 

Preparator,  Museum ^ 

Press  Feeder— 373 

Press   Reviser . ^ 

Presswork  (series  of  classes) 373 

Presswork  Offlceman — G.  P.  O 375 

Pressman  Apprentice 374 

Pressman's   Assistant 373 

Principal  Accountant  (Common  Carrier) 66 

Principal  Accounting  Clerk '^ 

Principal  Addressing  Machine  Clerk 115 

Principal  Address  Plate  Pile  Clerk 114 

Principal  Assistant  Inspector  of  Buildings 478 

Principal  Audit  Clerk ^ 

Principal  Cashier ^ 

Principal  Clerical  Administrator  (Group) 7 

Principal  Clerk  (Group) IW 

Principal  Correspondence  Clerk  (Group) 18B 

Principal  Counter 1<* 

Principal  Dead  I-«tter  Clerk 109 

Principal  Departmental  Postal  Clerk KM. 

Principal  Digest  Clerk 88 

Principal  Docket  Clerk 40 

Principal,  Elementary  Schools 001 

Principal  Estimator  (Buildings) 475 

Principal  Examiner  (Group) 094 

Principal  File  and  Record  Clerk  (Group) 92 

Principal  Finger  Print  Classifier 95 

Principal  Folding  or  Gathering  Machine  Operator 835 

Principal,  High  School 000 

Principal  Income  Tax  Accountant 85 

Principal  Mail,  File,  and  Record  Clerk 90 

Principal  Mail  Dispatching  Clerk  (Group) ^  90 

Principal  Mall  Routing  Clerk  (Group) - 98 

Principal  Mechanical  Tabulator 818 

Principal  Messenger 108 

Principal,  Night  School , 611 

Principal,  Normal  School 608 

Principal  Personnel  Clerk  (Group) 182 

Principal  Patent  Examiner 762 

Principal  Prol)erty  Accountants  Examiner  (Group) 158 

Principal  Purchasing  Office  Clerk 16D 

Principal  Recorder 89 

Principal  Research  Translator  (Group) 886 

Principal  Securities  Clerk 177 

Principal  Signature  Pressman 834 

Principal  Statistical  Clerk  (Group) 825 

Principal  Stenographer 193 

Principal  Stores  Clerk  (Military  and  Naval) 170 

Principal  Supplies  Clerk 172 

Principal  Teller 63 

Principal  Time  and  Pay  Roll  Clerk 137 

Principal  Traffic  Expert  (Group) 149 

Principal  Translator  (Group) *. 834 
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Principal  Typist: 196 

Principal  Verifier '. 111 

Printing,  Bureau  of  Engraving  and,  Director 330 

Printer,  Offlceman 379 

Printer,  Supplyman __i 378 

Printing  Office,  Government,  Deputy  Public  Printer 332 

Printing  Office  Machinist 426 

Printing  Trades  Service 326 

Prison  Administration,  Federal  (series  of  classes) 212 

Prints  Division,  Library  of  Congress,  Chief  of 710 

Probation  (series  of  classes) 801 

Probation  Officer,  District  Supreme  Court 801 

Probation  Officer,  Juvenile  Court 802 

Probation  Officer,  Police  Court 803 

Prohibition   Commissioner,   Federal 19 

Proof  Reader,  Departmental- 44 

Proof  Reader,  Government  Printing  Office 388 

Proof  Referee 388 

Protection  of  Game  (series  of  classes) 320 

Property  Accounts  Examination  (series  of  classes) 157 

Public  Documents,  Superintendent  of : 165 

Public  Health  Nurse 745 

Public  Health  Nursing  (series  of  classes) . 745 

Public  Health  and  Medicine  (series  of  classes) 718 

Public  Information 51 

PubUc  Library,  D.  C,  Librarian 714 

Public  Library  (series  of  classes) 712 

Public  Roads,  Chief  of  Bureau  of 646 

Public  Schools,  D.  C.  (series  of  classes) - 587 

Publications,  Departmental,  and  Information  Service 43 

Publications,  Procurement  and  Distribution  (series  ot  classes) 55 

Purchasing  (series  of  classes) 159 

Pyrotechnic  Expert 154 

R. 

Radio  Engineer 677 

Radio  Engineering  (series  of  classes) :  676 

liag   Washer 234 

Rag  Washer's  Helper ,  234 

Railroad  Transportation  (series  of  classes) 145 

liailroad  Valuation  Engineer.     {See  Civil  Engineer.) 

Reading  Room,  Superintendent  of,  Library  of  Congress 705 

Real  Estate  Expert 150 

Real  Estate  Manager 151 

Real  Estate  Manager  (series  of  classes) 150 

Reclamation  Service,  Director  and  Chief  Engineer 636 

Reconstruction  Aid  in  Occupational  Therapy 746 

Reconstruction  Aid  in  Physlothcraphy 747 

Reconstruction  Theraphy  (series  of  classes) 746 

Recording  and  Digesting 87 

Record  Service,  Mall,  File  and 87 

Recorders  (series  of  classes) 87 

Recreation  (series  of  classes) 572 
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Recreation  Service,  Community  and 5TO 

Redemption  Agency,  Superintendent,  National  Bank 69 

Reference  and  Bibliographical  Assistant 700 

Reference  Research  Assistant    (Group) 700 

Reform  School  Administration  (series  of  classes) 216 

Reformatory  Service,  Detention  and 212 

Reformatory,  Superintendent,  Workhouse  and 220 

Refrigeration   Engineman 256 

Refrigeration   Operator j. 256 

Refrigeration   (series  of  classes) 256 

Refuse,  City,  and  Sanitation  (series  of  classes) 283 

Register    of   the   Treasury 60 

Relief  Map  Modeler • 481 

Report  Examiner,  Social  Hygiene  Board 809 

Reporting  (series  of  classes )„i 188 

Research   Specialist  in   Foreign   Affairs 580 

Rest  Room  Attendant,  Emergency 211 

Reviewer  of  (Correspondence  (Group) 187 

Revising  Code  Clerk  (Group) 17& 

Road  Engineer.     {See  Highway  Engineer.) 

Roads,  Chief,  Bureau  of  Public 646 

Rodman.     {See  Junior  Engineering  Aid.) 

Roller  Maker  (Skilled  Trade) 450 

Rotary   Pressman 374 

Routing  Clerks  (series  of  classes) 07 

Rubber  Stamp  Maker ^ 400 

Ruling  or  Folding  Machine  Feeder 332 

S. 

Saddler,  Harness  Maker  and , 423 

Safety  Appliances.  Inspector  of  R  R 292 

Safety,  Bureau  of,  Chief 298 

St.  Elizabeths  Hospital,  Superintendent  and  Medical  Director 724 

Sales,  Director  of,  War  Department -_- 153 

Sales  Expert . 151 

Sanitary  Engineer.     (See  Civil  Engineer.) 

Sanitary  Inspector 284 

Sanitation  (series  of  classes) 283 

Scenario  Editor 54 

School  Attendance  Officer 801 

School  Janitor 207 

School  Teacher.     {See  Educational  Service.) 

Scientific  and  Administrative  Assistant  in  Agricultural  ESxtension 458 

Scientific  and  Administrative  Assistant  in  Agricultural  Research 564 

Scientific  Editor  and  Counselor  (Group) 566 

Sealer  and  Packer,  Securities 174 

Seamstress 235 

Second  Assistant  Patent  Examiner 750 

Second  Assistant  Postmaster  General 24 

Second  Assistant  Secretary  of  State 25 

Second  Assistant  Superintendent  of  Schools 588 

Second  Officer,  National  Training  School  for  Boys 217 

Secret  Service  (series  of  classes) 321 
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Secretarial  (series  of  classes) 190 

Secretarial  Service,  Typing,  Stenographic,  Correspondence,  and 185 

Secretaries,  Administrative  (series  of  classes) 19 

Secretary.     (See  also  Executive  Secretary.) 

Secretaries,  Departmental  (see  Administrative  and  Supervisory  Clerical) 

Service 22 

Secretary,  Civil  Service  Ck>mmis8lon 19 

Secretary,  Federal  Farm  Loan  Board 20 

Secretary,  Federal  Reserve  Board 20 

Secretary,  Federal  Trade  Commission 20 

Secretary,  Interstate  Commerce  Commission i 21 

Secretary,  jfinimum  Wage  Board — District  of  Olumbia 800 

Secretary,  United  States  Tariff  Ck>mmi88ion 21 

Securities  Sealer  and  Packer 174 

Security  Vault  Attendant 1T5 

Seed  Botanist 511 

Seed  Botany  (series  of  classes) 510 

Seed  Distribution,  Superintendent,  Congressional 56ft 

Selling  (series  of  classes) 151 

Senior  Accountant * 58 

Senior  Accountant  (Common  Carrier) 64 

Senior  Accounting  Clerk '. 74 

Senior  Actuary 452 

Senior  Aeronautical  Bnglneer 621 

Senior  Aid  In  Chemistry 769 

Senior  Aid  In  Physics 786 

Senior  Agricultural  Explorer , 495 

Senior  Agronomist 497 

Senior  Animal  Husbandman 529 

Senior  Animal  Parasitologist 540 

Senior  Anthropologist 498 

Senior  Apiculturist -500 

Senior  Aquatic  Biologist 507 

Senior  Archeologlst 501 

Senior  Architect 470 

Senior  Architectural  Draftsman 468 

Senior  Assessment  Clerk ,. 31 

Senior  Astronomer 766 

Senior  Attorney  (Group) 686 

Senior  Audit  Clerk *.  79 

Senior  Automatic  Addressing  Machine  Operator 116 

Senior  Automotive  Designer 628 

Senior  Automotive  Engineer 624 

Senior  Bacteriologist 503 

S«alor  Biologist 509 

Senior  Building  Custodian 205 

Senior  Building  Fire  Warden 280 

Senior  Cadastral  Engineer 625 

Senior  Cashier 60 

Senior  Cataloguer  and  Classifier  (Group) 702 

Senior  Ceramic  Engineer 631 

Senior  Chemist 772 

Senior  Civil  Engineer 634 
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Senior  Civil  Service  Examiner  (Administrative) 127 

Senior  Civil  Service  Examiner  (Scientific,  Technical,  or  Professional) 128 

Senior  Clerk 106 

Senior  Commissary  Clerk 166 

Senior  Commodity  Expert  (Group) 140 

Senior  Copper  Plate  Engraver  (Group) 853 

Senior  Correspondence  Clerk  (Group) 186 

Senior  Counter 108 

Senior  Court  Assistant 86 

Senior  Dairy  Manufacturing  Specialist 516 

Senior  Departmental  Postal  Clerk 101 

Senior  Deputy  Comptroller  of  the  Currency 1 ^1 70 

Senior  Digest  Clerk 88 

Senior  Director  of  Elementary  Instruction  (Group) 590 

Senior  Director  of  Home  Economics  (Group) ^ 503 

Senior  Director  of  Manual  Training 504 

Senior  Director  of  Special  Subject  (Group) 502 

Senior  Disbursing  Officer 78 

Senior  Docket  Clerk 30 

Senior  EiConomic  Ornithologist - 547 

Senlpr  Economist 578 

Senior  Editor  (Group) . 47 

Senior  Efficiency  Expert 141 

Senior  Electrical  Engineer 680 

Senior  Entomologist 520 

Senior  Ethnologist 622 

Senior  Examiner  (Group)- 608 

Senior  Extension  Specialist  in  Agriculture  and  Home  Economics 461 

Senior  File  and  Record  Clerk  (Group) 92 

Senior  Finger  Print  Classifier 94 

Senior  Fish  Distribution  Clerk ^  165 

Senior  Forest  Aid 640 

Senior  Forester '. 64H 

Senior  Geologist 776 

Senior  Governmental  Accountant 77 

Senior  Guard  (Detention  or  Reformatory) . 214 

Senior  Highway  Engineer 645 

Senior  Horticulturist 526 

Senior  Hydraulic  Engineer 648 

Senior  Hydrographic  and  Geodetic  Engineer 650 

Senior  Illustrative  Draftsman 478 

Senior  Income  Tax  Accountant 84 

Senior  Indexer   (Group) 44 

Senior  Information  Clerk   (Group) 60 

Senior  Insect  Pathologist 551 

Senior  Inspector  of  Weights  and  Measures — ^Bureau  of  Standards 295 

Senior  Land  Appraiser 80 

Senior  Landscape  Architect 653 

Senior  Library  Assistant  (Group) 690 

Senior  Lithographic  Draftsman , 860 

Senior  Mail  Dispatching  Clerk 90 

Senior  Mall  Routing  Clerk 07 

Senior  Marine  Engineer • 656 


IKDBX.  877 

Paffe. 

Senior  Marine  Shipping  Expert  (Group) 144 

Senior  Mathematician 779 

Senior  Mathematical  Astronomer 769 

Senior  Materials  Engineer  (Group) 660 

Senior  Mechanical  Engineer 664 

Senior  Medical  Oificer  (Group) . 721 

Senior  Messenger 108 

Senior   Metallurgist 782 

Senior   Meteorologist 785 

Senior  Microanalyst - 586 

Senior  Microbiologist 588 

Senior  Mining  Engineer 667 

Senior  Multiplex  Oparator 181 

Senior  Mycologist 541 

Senior  Naval  Architect 672 

Senior  Nematologist  and  Technologist 543 

Senior   Ornithologist 545 

Senior  Personnel  Clerk  (Group) 181 

Senior  Personnel  Inspector 135 

Senior  Personnel  Officer 134 

Senior  Petroleum  Engineer 676 

Senior  Pharmacologist 780 

Senior  Physicist 788 

Senior  Plant  Ecologist 518 

Senior  Plant  Pathologist 553 

Senior  Plant  Physiologist 557 

Senior  Pomologlst 560 

S^ior  Private  (Fire  Dept.) 272 

Senior  Private  (Police  Dept.) 807 

Senior  Private  Secretary 191 

Sailor  Property  Accounts  Examiner  (Group) 157 

Senior  Publications  Clerk 55 

Senior  Publications  Distributor 164 

Senior  Purchasing  Agent 162 

Senior  Purchasing  Office  CJlerk 160 

Senior  Recorder ! 89 

Senior  Reporter 189 

Senior  Research  Translator  (Group) _ 885 

Senior  Sales  Expert 152 

Senior  Securities  Clerk 176 

Senior  Seed  Botanist 511 

Senior  Shipping  Clerk 163 

Senior  Social  Economist  (Group) 807 

Senior  Soil  Bacteriologist 505 

Senior  Soil  Scientist 790 

Senior  Special  Librarian,  Departmental  Library  (Group) 704 

Senior  Specialist  In  Education  (Group) 585 

Senior  Statistical  Clerk  (Group) 824 

Senior  Statistician  (Group) 830 

Senior  Steel  Engraver  (Square  Lettering) 848 

Senior  Steel  Engraver  (Script  Lettering) 348 

Senior  Steel  Engraver  (Ornaments) , 349 

Senior  Steel  Engraver  (Vignettes) 349 
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Senior  Steel  Engraver  (Portraits) ^.  349 

Senior  Stenographer .  192 

Senior  Stenographer-Clerk 194 

Senior  Storekeeper ^ 168 

Senior  Stores  Clerk  (Military  and  Naval) 160 

Senior  Structural  E^pglneer 679 

Senior  Supplies  Clerk 171 

Senior  Sui^Ues  Officer 174 

Senior  Systematic  Botanist 514 

Senior  Teacher,  Normal  School  (Group) 606 

Senior  Technical  and  Scientific  Illustrator  (Group) 4S0 

Senior  Telegrapher ISO 

Senior  Telephone  Operator 183 

Senior  Teller - 62 

Senior  Time  and  Pay  Roll  Clerk 136 

Senior  Typographic  Engineer 6S2 

Senior  Traffic  Expert 148 

Senior  Translator  (Group) 833 

Senior  Transportation  Rate  Clerk 145 

Senior  Transportation  Rate  Expert 147 

Senior  Typist 196 

Senior  Verifier r 110 

Senior  Veterinarian 732 

Senior  Veterinary  Bacteriologist 734 

Senior  Veterinary  Pathologist 737 

Senior  Zoologist 562 

Sergeant  (Fire  Department) , 273 

Sergeant  (Police  Department) 308 

Sergeant,  Harbor  Police  (Police  Department) 309 

Sergeant,  U.  S.  Park  Police 318 

Sergeant,  Zoo  Park  PoUce 318 

Sergeant  of  the  Guard  [Building] 201 

Sewing  (series  of  classes) 235 

Sheet  Metal  Worker.     {Bee  Tinsmithing,  series  of  classes.) 
SheriflL    {See  Marshal.) 

Ship  Draftsman 670 

Shipping  (series  of  classes) 162 

Shoemaker 436 

Shoemaking  (series  of  classes) 436 

Shop  Porter 445 

Shop  Superintendent 427 

Short  Hand.    {See  Stenography.) 

Sign  Painter 433 

Signature  Pressman 334 

Skilled  Trades  and  Labor  Service 1 402 

Slaughtering  and  Curing,  Assistant  in 567 

Social  Economist  (Group) 804 

Social  Hygiene  (series  of  classes) 809 

Social  Science  Service l 792 

Social  Secretary  of  the  VS^hite  House 192 

Soil  Bacteriologist 505 

Soil  Bacteriology  (series  of  classes) 503 

Soil  Science  (series  of  classes) 792 
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Soil  Scientist 790 

Soils,  Chief  of  Bureau  of 791 

Soldiers'  and  Sailors*  Home,  Superintendent 237 

Soldiers,  Disabled,  Placement  Agent  for : 794 

Soldiers*  Home,  United  States,  Superintend^it  of  Grounds 268 

Soldiers'  Home  National  Cemetery,  Superintendent 206 

Solicitor.     {See  Law  Service.) 

Solicitor   General 092 

Special  Assistant  to  Auditor  for  Post  OflSce  Department 81 

Special  Card  Puncher  Operator 820 

Special  Collections,  Chief  of,  Library  of  Congress 710 

Special  EiVents,  Supervisor  of 574 

Special  Inspector-r-Department  of  Interior 297 

Special' Mechanical  Tabulation  Coder 821 

Special  Mechanical  Tabulation  Pile  Clerk 828 

Special  Plant  Propagator 266 

Special  Schools  Instruction  (series  of  classes) 609 

Special  Teacher,  Elementary  Schools  (Group) 598 

Special  Teacher,  Night  Schools  (Group) 610 

Special  Writer 51 

SpedaUst  In  Child  Hyglen€__i 716 

Specialist  In  Community  Organization 572 

Specialist  in  Education  (Group) 584 

Specialized  Business  Service 189 

Specification  Writer.     (See  Architectural  Engineering.) 

Stable  Foreman 442 

Stableman ^_  441 

Stamp  Gumming  Pressman 395 

Standards,  Director,  Bureau  of !_  789 

States  Relations  Service,  Director 564 

Station  Clerk    (Police  Department) 308 

Statistical  Clerical  Work  (series  of  classes) 823 

Statistical  Service ^ 815 

Statistical  Science  (series  of  classes) 827 

Statls(tlclan   (Group) 829 

Steam  Boilers,  Inspector  of 258 

Steam  Roller  Englneman 250 

Steamboat-Inspection  Service,  Supervising  Inspector  General 657 

Steamboat-Inspection  Service,  Deputy  Supervising  Inspector  General 14 

Steamfltter 437 

Steamfittlng  (series  of  classes) 437 

Steel  and  Copper  Plate  Printer 371 

Steel  Plate  Finisher,  Engraved i 360 

Steel  Plate  Hardener,  Engraved ^ 359 

Steel  Plate  Transferrer,  Engraved 362 

Stenographer-Secretary 190 

Stenographic,  Correspondence,  and  Secretarial  Service,  Typing 192 

Stenography  (series  of  classes) 192 

Stereotyper 341 

Stereotyper  In  Charge — G.  P.  O 1 342 

S'teward 228 

Storekeeplng  (series  of  classes) 166 

Street  Cleaning  (series  of  classes) 438 
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Street  Construction  Worker 438 

Street  Lighting  and  Electrical  Work  (Inspection)   (series  of  classes) 288 

Structural  Engineer 679 

Structural  Engineering  (series  of  classes) 678 

Student  Nurse.— 742 

Student    Pharmacist 730 

Subforelnan,  Park  Laborers 266 

Subprivate   (Fire  Department) 271 

Subprivate    (Police  Department) 306 

Subprivate,  Woman's  Bureau  (Police  Department) 315 

Substation    Operator i^ _«  240 

Supercargoes,  Instructor  of 290 

Superintendence  of  Building  Construction  (series  of  classes) 475 

Superintendent  and  Medical  Director,  St  Elizabeths  Hospital 724 

Superintendent,   Arlington   National   Cemetery.- 206 

Superintendent,  Bank  Note  Engraving  Div.— B.  E.  &  P 351 

Superintendent,  Binding  Division — B.  E.  and  P 337 

Superintendent,  Binding  Division— G.  P.  O 330 

Superintendent,  Coast  and  Geodetic  Survey 651 

Superintendent,  (Congressional  Seed  Distribution 563 

Superintendent,  Experimental  Textile  Mill 443 

Superintendent,  Food  Service,  Government  Hotels 224 

Superintendent,  Home  for  the  Aged  and  Infirm 814 

Superintendent,  Industrial  Home  School 216 

Superintendent,  Miscellaneous  Division — ^B.  E.  and  P.  (Group) 398 

Superintendent,  Municipal  Lodging  House 814 

Superintendent,  National  Bank  Redemption  Agency 69 

Superintendent,  National  Training  School  for  Boys 219 

Superintendent,  National  Training  School  for  Girls 217 

Superintendent,  National  Zoological  Park 563 

Superintendent  of  Brick  Plant 447 

Superintendent  of  Building  Construction 476 

Superintendent  of  Chart  Printing  and  Sales  (C.  &  G.  S.) 370 

Superintendent  of  Federal  Prisons 213 

Superintendent  of  Food  Service,  Government  Hotels 224 

Superintendent  of  Grounds,  U.  S.  Soldiers*  Home 268 

Superintendent  of  Garbage  Collection — District  of  Ck>lumbia 419 

Superintendent  of  Halls,  Government  Hotels 222 

Superintendent  of  Insurance,  District  of  Columbia 142 

Superintendent  of  Janitors — Public  Schools 208 

Superintendent  of  Laundry 233 

Superintendent  of  Machinery  (Fire  Department) 277 

Superintendent  of  Municipal  Recreation — District  of  Columbia 575 

Superintendent  of  Nurses 744 

Superintendent  of  Placement  of  Disabled  Soldiers 795 

Superintendent  of  Public  Documents 165 

Superintendent  of  Public  Health  Nurses 745 

Superintendent  of  Reading  Room,  Library  of  Congress 705 

Superintendent  of  Schools 1 587 

Superintendent  of  Trees  and  Parking — District  of  Columbia 269 

Superintendent,  Paper  Wetting  Division — ^B.  E.  &  P 399 

Superintendent,  Plate  Printing  Division— B.  S.  &  P 1 373 

Superintendent,  Presswork  Division — Government  Printing  Office 377 
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Superintendent  (Police  Department) -—  312 

Superintendent,    Printing   Division    and    Assistant   Manager    of   Work 

(Day) — Government  Printing  Office 391 

Superintendent,    Shop 42T 

Superintendent,  Soldiers  and  Sailors  Home 23T 

Superintendent,  Soldiers  Home  National  Cemetery :. 206i 

Superintendent,  Surface  and  Numbering  Divisions — B.  E.  and  P 376; 

Superintendent  of  Weights,  Measures,  and  Markets — District  of  Ck)lumbla>  IS* 

Superintendent,  Workhouse  and  Reformatory — District  of  Ck)lumbla 220 

Supervising  Adding  Machine  Operator 120 

Supervising  Address  Plate  Cutter 113 

Supervising  Address  Plate  Verifier 113 

Supervising  Auditor 80 

Supervising  Automatic  Typewriter  Operator 122 

Supervising  Billing  Machine  Operator 118: 

Supervising  Calculating  Machine  Operator 121 

Supervising  Dietitian 740 

Supervising  Inspector  General,  Steamboat-Inspection  Service 657 

Supervising  Inspector  of  Shoes  and  Leather — War  Department 290 

Supervising  Mimeograph  Operator 11^ 

Supervising  Miscellaneous  Appliance  Operator 123: 

Sut)ervising  Multlgraph  Operator •  120* 

Supervising  Public  Health  Nurse 745- 

Supervising  Superintendent  of  Building  Construction 476; 

Supervisor,  Bank  Note  Letter  Engraving  Section — ^B.  E.  and  P 350 

Supervisor,  Bank  Note  Picture  Engraving  Section — ^B.  E.  and  P 350 

Supervisor,  Engraved  Steel  Plate  Transferring,  Finishing,  and  Hardening 

Sections — ^B.  E.  and  P ^ 363 

Supervisor,  In  C^harge  of  Playground  Training  Class 574 

Supervisor  of  Athletics 575 

Supervisor  of  Boys,  Industrial  Home  School 216 

Supervisor,  Card  Punching  Section  (Group) 810 

Supervisor  of  Cleaners  [Building] ;__  264 

Supervisor  of  Community-Center  Dancing 570 

Supervisor  of  Convenience  Stations — District  of  Olumbia 210 

Supervisor  of  Equipment,  Air  Mail  Service 154 

Supervisor  of  Field  Agents,  Social  Hygiene  Board 809» 

Supervisor  of  Land  Appraisals — Interstate  Commerce  Commission 636; 

Supervisor  of  Mechanical  Addressing 117 

Supervisor,  Mechanical  Tabulation  Coding  Section  (Group) 822- 

Supervisor,  Mechanical  Tabulation  Examining  Section 818- 

Supervisor,  Mechanical  Tabulation  File  Section 822 

Supervisor  of  Reconstruction  Aids 748- 

Supervisor  of  Special  Events , 574 

Supervisor,  Special  Card  Punch  Section ^' 820 

Supervisor,  Special  Mechanical  Tabulation  File  Section 823: 

Supervisor,  Tabulating  or  Assorting  Machine  Section 816» 

Supervisory  CJlerlcal  Service,  Administrative  and 5. 

Supplies  and  Materials  (Inspection)   (series  of  classes) 28i> 

Supplies  Officer 173 

Supply  and  Equipment  Service 155 

Supply  and  Equipment  (Dhecker *- 1561 
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"Surgeon  (Police  and  Fire  Department) 727 

Surgeon.    {See  Medical  Serrlce.) 

Swimming,  Director  of 574 

Swimming  Instructor,  High  School 004 

^wlne   Herdsman 283 

Switchboard  Operator.     (See  Telephony.) 

"Switchboard  Operator,  Electric 23d 

Systematic  Botanist 513 

:6y 8 tematic  Botany  (series  of  classes) 512 

T. 

Tabulating  Machine  Operator 816 

Tailor ^ 439 

Tailoring  (series  of  classes) 430 

Tailor's  Assistant 439 

Tariff  CJommission,  Secy.,  U.  S 21 

Tankman,  Bureau  of  Engraving  and  Printing 450 

Tax  Assessment  (series  of  classes) - 31 

Tax  Board,  Advisory  Member 579 

Taxes,  Collector  of.  District  of  Columbia 72 

Taxidermist 485 

Teacl\er,  Atypical  School 609 

Teacher,  Elementary  Schools 597 

Teacher,  High  School  (Group) 602 

Teacher,  High  School,  Manual  Training 602 

Teacher,  High  School,  Orchestral  Music 603 

Teacher,  Institutional  (Academic  Subject) 612 

Teacher,  Night  School  (Group) 610 

Teacher,  Normal  School 607 

Teacher,  Open  Air  and  Tuberculosis  Schools — L.« 1 600 

Teacher,  Ungraded  Schools 609 

Teaching  Principal,  Elementary  Schools 600 

Teaming  (series  of  classes) 441 

Teamster 441 

Technical  and  Scientific  Illustrator  (Group) 479 

Technical  Reporter  (Group) 189 

TecTinologlcal  Botanist 566 

Technologist,  Nematologist  and 542 

Telegraph  cuid  Telephone  Operating  Service 178 

Telegrapher-Secretary,  White  House 182 

Telegraphy  (series  of  classes) 179 

Telephony  (series  of  classes) 182 

Tellers  (series  of  classes) 62 

Textile  Work  (series  of  classes) 442 

Textile  Worker.  Experimental  Textile  Mill 442 

Theology.     (See  Chaplain  Service.) 

Therapy,  Reconstruction  (series  of  classes) . ^ 746 

Third  Assistant  Patent  Examiner 750 

Third  Assistant  Postmaster  General 24 

Third  Assistant  Secretary  of  State 25 

'Timekeeping  and  Pay  roll  Work  (series  of  classes) 135 

Tinsmith  and  Sheet  Metal  Worker 444 

Tlnsmlthlng  (series  of  classes) 444 

Topographic    Engineer 681 

:Xopographlc  Engineering  (series  of  classes) 680 
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Tracer.     {See  Copyist  Draftsman) 618 

Tracer,  Automotive 622 

Trade  Ck>mmls8ion,  Secretary,  Federal 20 

Trade-Marks  and  Designs,  Examiners  of  (series  of  classes) 753 

Trades,  Printing,  Service • 326 

Trades,  Skilled,  Service , 402 

Traffic  Expert 148 

Training  Division,  Chief  of,  Income  Tax  Unit 614 

Training  School  for  Boys,  National,  Superintendent 219 

Training  School  for  Girls,  National,  Superintendent 217 

Transferrers,  Lithographic.    (See  Series  in  Printing  Trades  Service) 366 

Translating    Service - 832 

Translator  Aid   (Group) ^_  832 

Transportation — Inspection  (series  of  classes) 291 

Transportation,  Railroad  (series  of  classes) 145 

Transportation   Rate   Expert 146 

Transportation,  Utilities,  Inspector  of 294 

Treasurer  of  the  United  States 72 

Treasury  Actuary 453 

Treasury,  Assistant  Secretaries.     (See  Series  14«  Administrative  and 
Supervisory  Clerical  Service.) 

Treasury,  Comptroller  of  the 691 

Tree  Surgeon  (see  Farm,  Garden-Park  Maintenance  Service) 266 

Trees  and  Parking,  Superintendent  of 269 

Trucking  (series  of  classes) 445 

Truant  Officer.    (See  School  Attendance  Officer.) 
Typesetting  Machine  Operator.    {See  Printing  Trades.) 

TypewritiiXg  Machine  Operator,   Automatic ' 122 

Typing,  Stenographic,  Correspondence  and  Secretarial  Service 185 

Typing    (series  of  classes) 195 

Tjrpography  (series  of  classes) 378 

Typewriting,  Automatic  (series  of  classes) 122 

U. 

Under  Accounting  Clerk 73 

Under  Assessment  Clerk 31 

Under  Civil  Service  Examiner 124 

Under  Clerk 105 

Under  Counter 107 

Under  Docket  Clerk 38 

Under  Examiner 692 

Under  File  Clerk 91 

Under  Illustrative  Draftsman 477 

Under  Personnel  Clerk 130 

Under  Purchasing  Office  Clerk 159 

Under  Secretary  of  State 26 

Under  Securities  Clerk 175 

Under  Statistical  Clerk 825 

Under  Supplies  Clerk 170 

Under  Teller ^1 

Under  Time  and  Pay  Roll  Clerk 135 

Under  Typist 1^5 

Under  Typist-Clerk 1^ 

United  States  Attorney ^^ 
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United  States  Game  Warden 32l> 

United  States  Marshal 324 

United  States  Patent  Office  Work  (series  of  classes) 749 

United  States  Tariff  Commission,  SeiTetary___ 21 

Upholsterer  and  Mattress  Maker 450 

Usher,  White  House 225 

Valuation,  Director  of— I.  C.  C 150 

Valuation  Engineer  (see  Engineering  Service) 634 

Valuation,  Inspector  of,  R.  R.  Equipment  (Group) 294 

Vault  Attendant,  Securities 175 

Vegetable  Utilization  Technologist,  Fruit  and 524 

Verification  or  Checking  (series  of  classes) 110 

Veterinarian , 732 

Veterinary  (series  of  classes) 781 

Veterinary  Bacteriologist ^ 734 

Veterinary  Bacteriology  (series  of  classes) 731 

Veterinary  Medicine  and  Bacteriology  (aeries  of  classes) 731 

Veterinary  Pathologist 736 

Veterinary  Pathology  (series  of  classes) . 735 

Vocational  Education,  Director  of 586 

Vocational  Teacher,  Elementary  Schools  (Group) 598 

Wage  Board,  Minimum,  Secretary  of,  D.  C 800 

Waiter 1 230 

War  Risk  Insurance,  Director,  Bureau  of — i 18 

Ward  Supervisor  (Nursing) 745 

Washer  and  Starcher 232 

Watch  Englneman 253 

Watchman J 200 

Watchwoman 200 

Water  Tender : , 252 

Weather  Bureau,  Assistant  Chief 10 

Weather  Bureau,  Chief 785 

Web  Pressman  in  Charge 375 

Weights  and  Measures — Inspection  (series  of  classes) 295 

Weights,  Measures,  and  Markets,  D.  C,  Supt  of - 17 

Welfare  and  Charity  (series  of  classes) , 810 

Welfare   Director , 811 

Welfare  Worker 811 

Wetting  Machine  Operator 398 

Wheel  Making  (series  of  classes) 445 

Wheelwright    445 

White  House,  House  Attendants  (series  of  classses) 224 

Women's  Bureau,  Director   (Police  Department) 317 

Worhouse  and  Reformatory  Administration  (series  of  classes) 210 

Workhouse  and  Reformatory,  Superintendent 220 

Wrappers,  Mailers  and  (series  of  classes) J-  429 

Z. 

Zoological  Park,  National,  Superintendent 563 

Zoologist 562 

Zoology   (series  of  classes) 560 
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This  book  should  be  returned  to 
the  Library  on  or  before  the  last  date 
stamped  below. 

A  fine  of  five  oents  a  day  is  inourred 
by  retaining   it  beyond   Uie   specified 

Plea«'e  return  promptly. 


